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The perfect typewriter for the perfect 
secretary:—the Remington Electri-conomy! 
Its butterfly touch and electric 

Tot{-Meo} Mejol-sacdtlosem ol-succtim cele Comirt ae! 

out letters and reports as neat 

(ot-He@olece(- Brome arge)telemerleteht lod MEME tel 

a fraction of the time it used to take... 

and with lots less effort. Truly a 

typewriter to fall in love with! 
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Send for FREE color brochure 

“BEAUTY AND THE BEST” (RE 8321) 

without obligation, of course. Ad- 

dress requests to Room 2492, 315 

Fourth Avenue, New York 10, N. Y. 
THE FIRST NAME IN TYPEWRITERS 





| A SURE-RITE SHORT-SHORT COMPLETE ON THIS PAGE 


the President mad 


fon rou, / } 
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Reading time 





2 minutes 17 seconds 


olen smiled to herself as she 
watched the small hand of 
the huge office clock slowly 
approach five. It’s all over, she 
mused, the end of a wonderfully 


perfect day “The president of the 


After replacing the plastic firm called her before the 


cover on her typewriter and stack- whole office force.” 
| ing her pencils neatly in her desk 


drawer, Helen paused a few mo- 





you'll be able to afford that smart ta | 



























) ments to once again relive the w vacation wardrobe you never ‘ | 
events of the past few hours Yet, reflected Helen, it thought you'd get ® 
She could visualize the sur- marvelous feeling /to \ “Funny,” thought Helen, as ne QD 
| prised and slightly embarrassed ex mented by everyone from the ungonsciously rearranged her new % 
pression she must have hads@n her boss down—even with the blus x id for the umpteenth time, “it 5 
face when the president of th fix And not at all unpleasant to kn seems the whole thing started when 






you'll have an addftional bulge in _—‘I r@ad that ad on the new Sure-Rite ‘i 
day either, par- Grd@en Film stencil. I sent for a free | 
eans that now sample, and it worked so well that 


' I told Mr. Williams, the office man- 


called her before the whole 
gang. And when he present your purse each pa 


with a corsage and said all arly when it 


pu ager about it. It was so easy to use 


—no sticky stencils—thanks to seal 


ox @ 
| «oN oe® tabs—and it actually gave up to 
> Q. : 
OP" pot 15,000 runs on one stencil ..sharp, 
.) gh <\O , 
co ore® eo clear, black copy, the kind the boss 
i= Ae - - 
a OF ye - ow really goes for. And when Mr. Wil- 
) 
°°? ew Ao li ered » all the oirte I 
=\ ) = lams ordered some, all the girls in 
* my -” we 
c é 
or woe ece the office said that the green color 





Was so easy-on-the eyes, that they 
d do their work faster and bet- 
yes,” philosophized Helen, 
, her orchid again with 
stary’s life is a grand 
when you have 
Williams, the big 
yang, and Sure-Rite 





cils to work with.” 
. fae 9-99 


sania ORE-RITE GREEN FILM STENCILS 
[ERICAN STENCIL MFG. CO. 


aes } 2714 WALNUT STREET, DENVER 5, COLORADO 
. PHONE ACOMA 2714 
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Why 1s Thanksgiving Dinnet 
with ali the Trimmin " 

like Typing with Buckeye 
Ribbons and Carbons ¢ 


Cause Buckeye gives 
So much 


in real 


Satisfaction an d goodne $s 


I'd like te be your desk pal, (", —, 
| weigh almost 5 ounces ( without » Y¥ 
dieting) and | never wor, y about FP pea ‘ 
my Tigure. Im not beautiful _ 
but with lipstick rouge and nail 
polish I can be glamorized. Write ( > , 
my tolks ask for me Try pre roving my il atta 


looks just as | know the leoks ot 
your work wall be improved with 


Buckeye Ribbon& Carbons 7.213 $t.Clair Ave, Cleveland 3 Ohio 





pooK! 
g ’ New 


MECHANICAL 
TYPEWRITER 
ERASER 


Smart new all aluminum Typo- 
Raser. Easy to use convenient 5” 
pencil shaped holder. Fitted with a 
full length replaceable slim eraser 
tor typewriter letter-width erasures. 


Erases like magic on carbon copies 
as well as originals. Also used for 
ink erasures. 


Will not smudge, smear, or stain. 
Thumb-pin control for instant sup- 
ply of fresh eraser. Handsome gold 
tone finish. 


SPECIAL OFFER: 


2 TypoRasers for $1.95 








Refills: $.25 per tube 

of 4. 5 tubes refills: 

$1.00. POST 
PAID 


Completely Guaranteed! 





SOLD BY MAIL 
Order Today! 


ORDER ONLY 


STUDWELL PRODUCTS CO., Dep. T 11 


17, N.Y 


Grand Central Box 855, N. Y 
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“Saue ime with 


Kite- Line : 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 
Saves Eyestrain + Portable 


175. 


Attachments for copying from wider sheets: 
15 inch eye guide extension — $1.25 
20 inch eye guide extension — $1.50 














FREE TRIAL OFFER—Write asking us to send you 
a RITE-LINE COPYHOLDER with the understanding that 
you may return it without charge within ten days. 


RITE-LINE CORP. 1025- 15th Street, N. w. 


Washington 5, D. C. 


RITE-LINE copyvwoLtpber 
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Is Coming to Town,” though, we 
that just one article concerning this much- 
loved holiday would have to hold us foy 
a while. On page 131, therefore, we gir 
you “Sending Out the Boss’s Christmas 
Cards,” by Marie Reno. Miss Reno told 
us all about telegrams last month, and 


lize d 


we feel sure that once again vou will en- 
jov the “interestingly instructive” manner 
in which she explains secretarial duties, 


Good Looks 


Wirn Jack Frosr just around the cor- 
our fashion decided to pre- 
pare you for the wind and the rain this 
month. On pages 148 and 149, vou ll find 
warm winter coats as well as light suits 
that can be worn under them comfortably, 
Then, just turn one more page and you'll 
see a selection of rain wear that will keep 
you dry and decorative at the same time. 
And to keep a smile on your pretty 
face through all this stormy weather. 
read “Make Yourself a Pretty Mouth,” on 
the following page. There certainly was 
a commotion in these editorial offices, as 
well as in the heart of our only male 
assistant editor, the day the artwork for 
this cosmetics article was prepared. If you 
tuke a quick peek at page 151, you'll sec 
that it is illustrated with an assortment of 
pretty lips. We got these by having all 
the girls in the office blot the imprint of 
their lips on pieces of paper. Then we 
chose the prettiest lips for our pictures. 
Said editor wanted to be in 
complete charge of the whole process 
but. after due consideration, we decided 


against it. 


ner, editor 


assistant 


One and One Makes... 


Know wuy the secretary in the cartoon 


immediately below looks so depressed? 
Her employer has just called out from his 
office and said, “Sorry, Miss Campbell, 
but I find that I gave you the wrong set 


of figures”! 








The moral behind the whol 
that this could happen to you. But before 
you get the wrong set of figures, we do 
want to be sure that you get the right 
information on calculating machines. So 
without further ado, we give you “There 
Are 5 Different Kinds of Calculators, 


beginning on page 128. 


thing is 
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rt | 
ive | ERASAGUARD ... the typist’s “pal” 


en- e COMPLEMENTS the function of the ERASER. 
= @ With it you can cleanly REMOVE all trace of Errors. 
@ SAVES Enough TIME in ONE DAY to pay for itself. 





COr- 
re- 
this 
find 


ults 

bly, 
u'll 
eep 
ne 

- Just place it behind the sheet 
n you wish to erase from. 


Smooth Aluminum surface to 
erase against on both Original and 
Carbon Copies. She does make mistakes ole 

Curved surface exactly conforms 
to curved platen. 


ee ee 


Was 
i Instantly allows letters to be set 
“ai up by supervisors as measurements 
for conform to type spacing. 
you . ° +4. >: 
Supplied for Elite or Pica type. 
SCC - 
of 


all 


“dees do not slip on paper so 
Ed: l t sliy pay 

can be used for drawing with a 
pen and positively no blotting. 





| Many letters confirm that the 
. Erasaguard is indispensable for 
led | efficiency. One Secretary writes. 
“T used Erasaguard for several 
months in an office where | for- 
| merly was employed and now | 
find it dificult to get along efficient- 
| ly without one. | would like to 
purchase one or two. Is there a 


dealer in this territory?” 


The Erasaguard is a positive ne- 
cessity on every Typist's desk. 


Sold only by Kee Lox Mfg. Co.. 
Rochester, N. Y. and Branches. 
7 Patent 2260089. 





Price $4.20 per dozen, but you 

can have one for yourself by . . . But she says 
— sending 35c U. S. Stamps with 
the attached Coupon. Not over 
2 on any one Coupon at this It’s My Real Pal’’ 
price unless I doz. or more is 

ordered. 


“This ERASAGUARD makes erasures so easy that 


You Need a PAL? Kee Lox Mfg. Co., Rochester 1, N. Y. TS-11 


—5 , BE HAPPY Please send Dozen 
With a REAL ONE ERASAGUARDS Elite Pica 


r 
| 
| 
| 
. : Enclosed is U. S. Stamps 
| 
| 
| 
| 
| 
| 


shit Send Coupon at Once 
So THANKS 


re 


Send to ialitaiide telat Oe ae 


Street 





“ City State 


You will thank us, too 
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If you ore among the 
thousands of Secretaries 
and Typists who use 
EraserStik, you know 
that it is the modern and 
better method for erasing 
errors in typewriting, 
pencil and ink. 


But you may not yet have 
had the opportunity to 
use the new members of 
the EraserStik family 
7077 and 70778 (with 
brush). 


These new blue-polished 
beauties are ideal for keep- 
ing your carbon copies 
clean. It removes carbon 
smudges and pencil marks 
like magic. 
























When an executive calls 
for a carbon of a letter, 
he doesn't appreciate 
staring at a ‘‘tree’’ 
marked and smudged 
copy. Use EraserStik 7077 
or 7077B for all around 
typewriting cleanliness 
and efficiency. Order from 
your Dealer today. 


120 


v.s.a.7077 B 


-ERASING 


WEG JISbUQ UTEVE MY 
AW FABER ERASER . TIK Gor PENCH 


“SNS HOS 
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NESSIE: Greetings, dear readers. I'm 


very glad you turned to this pag 
right at this moment, for now vou 


are just in time for the third meeting of 


our monthly secretarial clinic. Our ex- 
perts are all present and your questions 
are in order; so just settle back and pre- 
pare to soak up some extra knowledg 

The first question comes from a young 
girl in Illinois who is student-secretary 





She is a bit confused 
as to the use of titles with degrees and 
asks whether she should close the nurse’s 
letters with Miss Jones, R. N. or J. Jones, 
R. N. Could you help us, Mrs. Stronv? 

Mrs. Strony: Well, Tessie, th pre- 
ferred way would be to write Jennie 
Jones, R. N., because it is assumed that 
the signature is Miss. For the return ad- 


to her school nurse. 


dress on the envelope, however, she may 
tvpe Miss Jennie Jones, R. N., as this 
makes a more complete address. It is 
well to remember that vou can alwavs 
use a title with a degree unless the titl 
and the degree are the same. For exam- 
ple, vou would not write Dr. Jennie Jones, 
\{. D., because Dr. and M. D. are the 
same; but the title Miss, Mr., or Mrs. is 
always appropriate with a degre e. 
Tesste: Here's a typing question, Dr. 
Lloyd. A secretary in Georgia writes that 
she has an all-black ribbon on her type- 
writer. When the top portion wears out, 
she switches to the bottom half; but this 
always results in a black streak all the 
way across her letters. How can_ sh« 
eliminate this black line without throw- 
ing away her ribbon before it is complete- 
ly used? 
" Dr. Lioyp: The best thing to do is to 
turn the ribbon upside down. On some 
machines you can do this by merely re- 
versing the ribbon as it goes through 
the ribbon guide. On other machines, 
you exchange the position of the spools. 


Charles L. Swem * Madeline S. Strony * Alan C. 
E. Lillian Hutchinson * Robert R. Rosenberg 


1952 


Tessie: Here is a question for Dr. Ro- 
senberg from a secretary in Marvland. 
She says that recently her employer ac- 
cepted an offer he received in a circular 
letter from a wholesaler. A few days later 
her employer was notified by the whole- 
saler ‘that, because of a rise in the price 
f raw materials, the order could not be 
filled at the Without a 
word, her « mployer paid the higher price; 
but our alert voung secretarv feels that 
legally he could have made. th 
saler stick to the original price, Is she 
right? 

Dr. RosenBerc: I'm afraid she is not, 
An advertisement 


ter is merely an invitation to 


prices quote d 


whol - 


r circular let- 

trade. It is 
not an offer, but merely a suggestion to 
dealers to make 
at the prices quoted in the advertisement. 
Only when thé 


dealer's offer, does a contract result. 


Tessie. 


an offer for merchandise 


wholesaler acce pts the 


Tessie: Mr. Swem, a stenographer in 
Vermont wants to know if there is a 
systematic wav of filing shorthand note- 
books. 

Mr. Swem: The simplest way is to 
close the notebook tightly and then either 
stamp or print the date on the edges of 


the ke aves In this wavy, the dates may 
be read at a glance and a parti ular book 
located without having to go through the 


entire stack. 


Tessie: Here is a question for Miss 


Hutchinson \ 


secretarv in ‘Tennessee, 





Meet the Experts 


Miss HuTrcHINSON is coauthor 
of three books on business Eng- 
lish. 

Mrs. STRONY is author of a 
new book on secretarial prac- 
tice. 

Dr. Lioyp is author or co- 
author of three typewriting text- 
books. 

Mr. SweM is author of two 
books for shorthand reporters. 

Dr. Rosenserc is author of 
four textbooks on business law. 




















GIRLS! 





EXPERTS 








x Mildred is her name, would like to know 
L ( the rule for hyphenating words such as 
és re-enter, reinstate, and resale. 

ir Miss Hurcninson: In general, Tessie, | 
T a prefix is not followed by a hyphen; 


J 
thus: resale, reinstate, and reorganize. why dig for 
e However, when the last vowel of a | — 


. he fir . why lift the box top 
: prefix is the same as the first vowel of typewriter pe" *pinch* 


the word to which it is joined, a hyphen 


; is inserted, This rule causes the forms: paper? the sheets out? 


re-enter, re-education, ¢ o-ope rate, pre- 





election. 












e | Also, in several words beginning with 

| re, in which re means “again,” the hyphen 
t, is needed to distinguish the words from 
t. ther identic ally spelled words of dif- 
IS ferent meanings: for example: re-mark, | 
0 re-cover, re-collect, re-form, 
Pe TYPEWRITER 
‘ | AND 

BOXLED PAPERS 
n 
a 
. . with these fine boxed papers: 
D EAGLE-A COUPON (BOND) 
; | EAGLE-A AGAWAM (BOND, 
f | ONION SKIN) 
EAGLE-A CONTRACT (BOND) 
. Tessie: Mr. Swem, a secretary from EAGLE-A ACCEPTANCE (BOND) 
, New York City complains that when she EAGLE-A TROJAN (BOND, 
takes fast dictation she never can tell ONION SKIN, MANUSCRIPT COVER) 

, her d's from her t's. Have you any sug- EAGLE-A QUALITY (BOND, MANIFOLD) 


gestions? 


Swem: Hers is a common problem, 


FREE! LETTER 
PLACEMENT GUIDE 


For secretaries, students! Slips into 


Tessie, for verv few writers make suf- 
ficient distinction between the paired con- 
sonants. I would suggest that she make 


the short ones very short, the long ones 





appre¢ iablv longer, and the blends even eee when EAGLE=-A' s typewriter under your letterheads, 
longer still! Keep in mind, when tran- 5 helps you position letters perfectly. 
scribing, the fact that these consonants "Hinge-Top”" box Write Dept. 2, American Writing 
are pair d—that’s the point from which to s Paper Corp., Hol oke, Mass. . . 

attack the problem and, if one word lets you slide out Teachers: dbo ind for class use— 


doesn’t fit in the context, the other one 
should. 


the sheets you need! write on school letterhead. 





lesste: Here's another for you, Mr. 
Swem. A secretarial student from Nebras- 
ka wants to know if taking down the | 
words to songs she hears on the radio will 
help to increase her shorthand speed? 

SweM: This question brings back fond 
memories of the days before radio, Tessie, 
when I used to practice nightly on the 
lyrics of songs on old phonograph rec- 
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ords. | did this because 1 had no other 
dictator, but today I think the speeches 
that come hourly over your radio or tele- 
vision set are much better practice than 
the words of songs. 


| 


Tesste: A secretary from New Jersey 
| sent us this typing question, Dr. Llovd. 
| It seems she does a lot of tabulation work 


























ume Q 
1953 

e 

.,-3fe, 8}: Js 

“ —_— 


| 

0 oe 

and enjoys it; but, when it comes to draw- 
ing in lines with a ruler, they always run 
downhill. Since she sometimes ruins the 
looks of he r tabulations because of this, 

| she would like to know if it is possible 

| to make smooth, straight horizontal and 

| vertical rules on the typewriter? 

Lioyp: Yes, Tessie, it is possible but 
not worth the trouble. When horizontal 
rules are made with an underscore, they 
are likely to perforate the paper and 
make a very thick line on carbon copies. 
The trick of making a vertical line by 





holding a pencil against the paper while 


double your efficiency vou turn the roller is equall dangerous, 


because the pene il is likely to tear the 


a a « and will make a thicker line as 
* ° paper and wi make a thicker lne as 
with Enbio/e To) Vso. you near the end 


I would sav. this secretary S$ best bet 


S : ® would be to practice up on drawing a 

oun C Tl e I straight line with her ruler. A light pencil 

pOCTATING EQuIPBEntT dot on both sides of the paper, measuring 
from the edge of the sheet, should keep 

Utines al inition your ruler straight if you have no T 

Academy Medal 

for beauty of design. 












With more freedom for more important work, 
you become even more valuable to your employer. 

SoundScriber gives you that freedom—freedom from the time- 

eating chore of personal dictation. Your Boss dictates when he’s ready; - P 
you transcribe to fit your schedule. Both get more done, faster with less square handy, And be sure you “anchor 
effort and nervous strain. the ruler or T square firmly with one 
hand so that it will not slip while you 
are drawing the pen across the sheet with 





SoundScriber is so easy to operate, too. Exclusive “Television Index- 
ing” lets you actually see the length of letters. No irritating index strips the other. Ever try a ruling pen? You 
. no hair-rumpling headbands. No straining to hear — reception’s ht | Roane Baal h thet thea 
° « . « » . » . ‘ < 
bell-clear. Like the full story? Mail coupon today. a ee ee 
with an ordinary nib. 


Only SoundScriber Offers You: Tessie: Dr. Rosenberg, here’s a very 
interesting legal question. A secretary in 
Chicago writes that her employer always 












. Automatic On-the-Disc Indexing. Soundscriber Corp., Dept. TS11 


Two Arm Flexibility. New Haven 4, Conn. 


. Mail-Chute Size Discs. 


has her sign his business letters, “John ' 
Smith, Agent” or “John Smith, Agent for 

the Clark Iron Works.” He savs that in 

this wav he avoids all personal liability. 

Our secretary strongly doubts that this is 

true, but she thought she had_ better 
check with us first. 


SEND TODAY mum iW Rosenserc; | think this young lady 


had better tactfully inform her employer 


Please send me Motion Study Charts. 


awn = 


. “Television Indexing”. 


...and it’s the only dictation Name 





disc useable on long-playing 


dd 
phonographs—it’s 3313 rpm. — 





} (Continued on page 164) 
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Campaign 


Seeretaries 
BY ISABEL B. RAE 


WAS ALL KEYED UP the morning I set out to in- 
} terview General Eisenhower's two secretaries. Here 
I was, going backstage to meet part of the cast of 
the big political drama that has been playing to the 
nation since early summer. When the taxi pulled up 
to the Hotel Commodore in the heart of New York 
City, 1 already had one foot out the door. 

Ann Whitman, one of Ike’s two secretaries, had told 
me the day before that she and Mary Burns, his other 
secretary, could talk to me for a few minutes in the 
temporary Republican campaign headquarters in the 
Commodore. | made a dash for the elevators. 

“Six, please,” I said to the elevator man, and stepped 
out into the busiest hotel corridor since the Chicago 
Conventions. People were coming and going, type- 
writers were humming, photographers were setting 
up cameras, and girls with Ike buttons were taking 
stacks of stencils down the hall and around the corners. 
I sat down beside the reception desk to wait for Ann 
and Mary and watched the show. 

I was backstage, all right! I’m sure 1 saw two Sen- 


ators come in through the swinging door, and I know 










Ike takes two minutes to relax on 


Atlanta’s ticker-tape welcome for the General. 


I caught Ike’s profile down the hall for an instant. A 
waiter wheeling in a breakfast tray stopped short as 
a man burst out of the door just ahead. I've seen that 
face in the newspapers, | thought, but before I could 
place it, a slim, dark woman came up to me and said, 
“Tm Ann Whitman. Let’s get out of all this commotion 


and go where we can talk.” 


IN A QUIET ROOM down the hall from the headquarters, 
I asked Ann what it was like to be secretary to this 
man that they call Ike, this big man with the broad 
grin. Do you travel with the campaign train and dodge 
all the ticker tape? Were you in the big Legion parade 
in New York when Ike marched down Fifth Avenue? 
Is your job mostly passing out Ike buttons and being 
pleasant to all the important people around the Gen- 
eral? 

Ann stopped me right there, and shook her head. 

“No, no,” she said. “Oh, my—no! We don’t have time 
for the glamour stuff. Our job is exciting, but it’s just 
plain hard work nevertheless—seven days a week, and 
sometimes twenty hours a day. We travel with the 
General's staff, of course, but somebody else passes out 
the buttons and marches in the parades. Mary and I 
just set up our typewriters wherever we are and go to 
work. One day were in a hotel, the next day we're ina 
plane, the next day we're almost anywhere. 

“Half the time we don't have a desk to work on— 
have to use a packing box or a luggage rack. I re- 
member the day we flew to Minneapolis and_ the 
General wanted a memo ready the moment we landed. 
The weather was rough, and the plane kept hitting 
air pockets; but somebody held the typewriter on top 


the plane before getting to work. 





sx 
Q > ie 
i BT 


In their crowded hotel “office.” Mary and 
Ann keep Ike’s campaign running smoothly. 


of a packing box and steadied it for me each time the 
plane jolted. Well, the letter was ready on time, but 
the person who received it must have wondered what 
got into the typist!” 


By ruis time Mary Burns had come in and sat down. 
She wore a trim dark dress with a little silk scarf at 
her neck, and her blonde hair was crisp and shiny. 
All you would have to do, I thought, is to look at thesé 
secretaries to know that they hold very important jobs 
They have that poised, fresh look—and, for goodness’ 
sake, | wondered, how do they manage it? traveling s¢ 
much and working such long hours. 

“It’s hard, you know, on a job like this,” Mary said 
“to find time even to wash your hair. And, as for your 
clothes, you barely get them unpacked in one hotel and 
think you might get them pressed, when you're of 
again on the next plane to another hotel. Finally you 
give up and buy nylon things that take care of them: 
selves. Of course, finding time to buy anything at all 
is a problem. I had one day off this summer, but Ann 
has worked straight through. Once, in desperation, 
she had to ask a friend to please buy her some stock- 
ings and a toothbrush and send them to the hotel.” 


THE GENERALS MAIN CAMPAIGN STAFF is in Denver at 
the permanent campaign headquarters. There forty 
people handle correspondence alone. The dictation, 
therefore, that Ann and Mary take from the General 
is the important stuff, usually marked “Rush.” The tele- 
phone calls that bombard Ike wherever he goes 
take up much time, and typing speeches also forms a 
big part of the job. They use a “jumbo” typewriter for 
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has few of the usual secretarial conveniences. 





the | Ike’s own copy of a speech, with characters half an 
but inch in height. This is the copy that he has at his finger 
hat tips when the cheers of the crowd have subsided and 
the television cameras begin to turn. “My fellow Amer- 

| icans, he begins, and if the girls are within earshot, 
vn. they listen with a certain pleasure to the phrases that 
at follow—all of which they have typed and know so well. 
ny. Ike dictates rapidly, as any busy man is apt to, but 
>g¢ his dictation is clear, precise, and assured. He rarely 
bs requests the girls to read anything back. Hands be- 
Ss” hind his back, he paces the floor, phrasing the sen- 
s@ tences that soon will be heard and discussed across 

the nation. 

id “He's so pleasant,” Ann‘and Mary say of him. “Such 
ur a grand person to work for!” 
nd When they both went to Denver early this spring 
of to work with the Citizens for Eisenhower Committee, 
ou neither had any idea that they would catch more than 
n: an occasional glimpse of Ike himself. But, being in the 
ill right place at the right time is half the battle; and, 
in when things began to happen fast there in Denver, 
n, Ike needed a secretary. Ann, with many years of ex- 
k- perience to her credit, was called in to do the job, and 
ag before long Mary had joined the team. 
at ANN LOOKED AT HER WATCH and said they had better 
ly get back. The General was due in. We had been talk- 
n. ing well over an hour, I realized with a start. And then 
il I thought of all the questions I still wanted to ask. 
1. As they were starting down the hall, I called out one 
5 final query. “How do you think you'll like Washing 
a ton, D. C.?” 
ir The girls only smiled. The boss takes time out to sign a few letters. 

{ 
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oy, 
This might be the General on the wire informing Mary that the 
girls must pack again and be under way—speeches typed, ready. 
Wedged between suitcases and supplies, Ann t 
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There Are 





DIFFERENT KINDS 


OF CALCULATORS 


BY DR. JAMES R. MEEHAN 


HERE ARE DOZENS of sleek machines 

that do vour office arithmetic for vou. 
Some of them are so complicated that it takes 
a long course to learn how to do all the things 
that can be done on them. Some of them are as 
easy as can be, like counting with beads. 

It is an unusual secretary who is an expert 
operator of all the kinds of calculators. But 
every businessman has the right to expect his 
secretary at least to know that there are five dif- 
ferent kinds of calculators, what the basic dif- 
ferences are among them, and how to add on 
anv kind of calculator. 

In following issues, we are going to show 
you how to add on each type of machine, one 
at a time. As a starter, though, here is a re- 
view of some basic facts: what the five types 
of calculators are, what they will do, and how 
you can tell them apart. 





TYPE ONE: THE “KEY- 


DRIVEN CALCULATOR” 


ra 7t-t It @rir 
(e\iere; Val. 
OT yareb el 
een ean 
igre; ye 
Chr 


Description: The key-driven calculator is 
flat, rectangular. It has a keyboard of ten col- 
umns of keys numbered from 1 (bottom) to 


9 (top). The key caps are colored so that, 


at a glance, you can distinguish the keys for 


millions, thousands, hundreds, and cents. 
There is no tape; nothing prints. The an- 
swer is read through a series of windows at 
the bottom of the keyboard. The only operat- 
ing parts are the number kevs and a lever, at 
the right. that “clears” the machine after you 


solve each problem. 


History: This kind of calculator was the 
first. It was invented by Dorr E. Felt, in 
Chicago, in ]SS7. He thought of his machine 
as a “counting meter’; so, he called it a Comp- 
tometer, the trade name still used by Felt & 
Tarrant, the company he founded. 

Other key-driven calculators are made by 
the Burroughs Company (since 1911), and 
the Plus Company (since 1948). Both electric 
and manual models are available. 


Uses: You can do almost any kind of problem 
on this machine, even with numbers in the 
millions; but you'll find it easier to add and 
multiply on it than to subtract or divide. 

Because you get an answer as fast as you 
can depress the keys, this machine is best on 
adding and multiplying amounts small enough 
for you to find keys quickly. It is the fastest 
machine to use for adding invoices and figuring 
“extensions” (multiplying the price of an item 
by its quantity); so it is widely used in 
billing work. 


128 TODAY’S SECRETARY e November, 1952 





ela 
——— 






































TYPE TWO: “FULL-KEY- 


BOARD ADDING MACHINE” 
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Description: The full-keyboard adding ma- 
chine seems almost triangular when viewed 
from the side. A paper roll is at the top of 
the triangle. This type machine is the only 
kind with a full keyboard and a paper tape. 
The keyboard has colored, numbered keys 
(like the key-driven calculator) and a series 
of action bars and keys at the right-hand 
side. 

For each number you put into the problem, 
you press the keys in the correct columns and 
then press the action key (plus or minus) to 
make the number print on the paper tape and 
to draw the number into the computing mech- 
anism inside the machine. To get the total, 


you press the action key twice. 


History: This machine was invented in 1888, 
just a year after the key-driven machine. It 
was the creation of William S. Burroughs, a 
Detroit bank clerk who wanted a_ printed 
proof to show that he had added the right 
numbers. His company, the Burroughs Add- 
ing Machine Company, makes many models. 
At least fifteen other firms—including Barrett. 
Clary, Monroe, National, R. C. Allen, Victor, 


and others—now make competing machines. 


Uses: An expert can do all kinds of problems 
on this machine. Multiplying and dividing are 
complicated, but anyone can quickly learn to 
add and subtract on it. 

This machine is recommended, therefore, 
for addition and subtraction problems when 
a proof tape is required. Many banks and in- 
surance companies prefer this machine. 





TYPE THREE: THE ‘“TEN-KEY 


ADDING-LISTING MACHINE” 
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Description: Most ten-key adding-listing 


machines are about the shape and size of a 
shoe box, although some are smaller. All are 
streamlined. As the name indicates, this ma- 
chine has ten number keys instead of a full 
keyboard, and it lists (prints) the numbers 
and answers on a paper tape. 

The keyboard has the 7-8-9 in a top row, 
4-5-6 in a middle row, 1-2-3 in a bottom row, 
and a broad O-bar below, like a typewriter 
space bar. You can learn touch operation in 
about an hour of practice. 

To put a number into the problem, you 
press the number keys in sequence, as though 
vou were typing them; then, as when using 
the full-keyboard adding machine, you must 
press an action key—plus, minus, repeat, ete. 


History: The first machine of this type was 
invented by a Missourian (named Hopkins ) 
who, with James L. Dalton, set up the Dalton 
Adding Machine Company in 1902 to make 
and sell their device. 

Dalton went out of business during World 
War II, but ten-key adding-listing machines 
are made by Barrett, Olivetti, Remington 
Rand, Swift, Underwood, Victor, and others. 


Users: It is possible to multiply and divide on 
this type machine, but its real efficiency is in 
adding and subtracting because these can be 
done easily by touch operation. So the ma- 
chine is normally used for these two pur- 
poses—especially when the numbers involved 
are very large ones—when it is important to 


have a proof of the problem on tape. 
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TYPE FOUR: THE 


“ROTARY CALCULATOR” 
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Description: The rotary calculator is an intri- 
cate, all-purpose machine. It will add, sub- 
tract, divide, multiply, and do all kinds of per- 
centage problems. Some models even have 
“memories —will do more than one problem 
at a time and then combine the answers! 

The machine is triangular, viewed from the 
side, and has a carriage with many “windows> 
perched at the top of the triangle. It has a 
full keyboard (may even have a ten-key key- 
board alongside the full keyboard) and as 
many as a dozen action bars and keys. It 
shows answers through dial windows, not on 
a tape. 

This machine gets its name from the fact 
that early models and some modern, nonelec- 
tric models have a crank that is rotated in 
each operation. Today, however, 90 per cent 
of the office models are electric and have 
action bars to do the work of the crank. 


History: A man named Frank S. Baldwin 
exhibited a kind of rotary calculator as long 
ago as 1874, but modern-day machines were 
introduced in 1921 by two firms—Monroe and 
Marchant. <A _ third manufacturer, Friden, 
started making rotaries in 1934, 


Uses: Adding and subtracting are so easy on 
this machine that anyone can do them. An 
expert (and you have to be trained to be 
expert) can do almost anything mathematical 
on it. It is designed especially to multiply and 
divide large amounts containing decimals. So 
it is used for statistics, for increases and de- 
creases of per cents, for markup and mark- 
down, and for many other complex problems. 





TYPE FIVE: THE 


“PRINTING CALCULATOR” 


-_/ 
eel ee 
~~ F err , 
f >. 
, Ny 
, Me 
ra > 
’ . a } 
-— me , 
g yan $i >. ~, 
Ko / Cet yy 
ey) 
= 
Description: The printing calculator is a 


modern-day development growing out of the 
ten-key adding-listing machine. The two ma- 
chines look much alike—both have a ten-key 
central keyboard, both provide a printed rec- 
ord on a paper tape, and they are about the 
same in size. It is easy to distinguish the 
printing calculator: it has more action keys, 
including multiplication and division keys. 

The printing calculator performs all the 
basic operations. It adds and subtracts in the 
same way and as readily as does the ten-key 
adding-listing machine. By the touch of a 
key, the printing calculator will also multiply 
and divide, and all the steps will show on 
the tape record. 


History: Printing calculators are the newest 
in the calculating-machine field, first reaching 
the American market in 1939. Three firms— 
Remington Rand, Underwood, and Olivetti— 
make printing calculators. 


Users: Because the machine will do all four 
basic operations, it is becoming popular as 
the single all-purpose calculator in the smaller 
offices. It can be operated by touch, which 
means it is especially good for touch compu- 
tation of large amounts that run into many 
thousands of dollars. 

The division and multiplication operations 
are slower than they are on the rotary calcu- 
lators, but the printing calculator does pro- 
vide a printed record of the computation. 
You can quickly learn to add and subtract on 
this machine, but the other operations §re- 
quire instruction and practice. 


TODAY’S SECRETARY e@ November, 1952 























“NHRISTMAS CARDS already! Yes, 
C we know that youre probably 
only now recovering from Hallow- 
een pranks and parties and are 
still anticipating Turkey Day. But, 
if you are in charge of sending out 
your boss’s Christmas cards, the 
Yuletide spirit may already be in- 
fecting you. If it isnt, it should be! 

The Day itself will be with us 
betore you know it, and it’s no fun 
choosing cards, checking addresses. 
and writing envelopes in the final 
hectic days before Christmas. Much 
better to spread Christmas over two 
months or more and have all that 
extra time to enjoy the holiday 
spirit. And starting your Christmas 
preparations so far ahead gives you 
an advantage over most people; it 
adds a sort of conspiratorial air to 
the proceedings, as if you are al- 
ready in on a secret that the rest of 
the world won't wake up to until 
after Thanksgiving. It’s fun to send 
greeting cards, if you dont delay 
and make this job just another chore 
—complete with deadline and over- 
time. 


THERE ARE SECRETARIES who start 
celebrating Christmas in July, dur- 
ing the summer slack; and how 
wise they are! We cant call back 
the summer for vou, of course, but 
we can say that now is hardly too 
early to begin. 

The first thing to do, obviously, 
is to compile a tentative list. This 
can be done by checking past rec- 
ords, keeping track of your boss’s 
correspondents, and, particularly, 
noting who sent him cards last year. 
That should give you a pretty for- 
midable list for a start, but don't 
stop yet. Perhaps you will be en- 
trusted with sending greetings to 
vour boss's personal friends and rel- 
atives. And don't forget the em- 
plovees in your office. 

‘After you have compiled that first 
tentative list and counted the names 
carefully, you will have an idea of 
how many cards should be ordered. 
But only an idea. It’s a good plan 
to allow a wide margin of error in 
this first count. All sorts of names 
may crop up later that should be 
added—a neglected cousin, a for- 
gotten client, the newly hired office 
boy. Buy plenty of cards. Better to 
have them and not need them than 
to need them, etc. 

It’s possible that you will be per- 








Sending Out 
the 


Boss's 
CHRISTMAS 
CARDS 


BY MARIE RENO 


mitted to make the choice of cards, 
or at least to select from the books 
of samples four or five from which 
your boss can make the final choice. 
That sort of Christmas shopping is 
fun. Several factors determine the 
cards you select, not the least of 
which is price. But more important 
are the people to whom your cards 
go—and your boss himself. His per- 
sonality may well determine wheth- 
er the cards are to be conventional 
or “modern,” serious or gay, splashy 
or sober, imbued with the real 
spirit of Christmas or lacking re- 
ligious significance altogether. And 
whether the cards are personal or 
not will depend on how well ac- 
quainted he is with most of the 
people on the list. Usually it is bet- 
ter to choose a neutral course and 
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select greetings that will be suitable 
for almost anyone. 

Whether his name is to be en- 
graved on the cards is something 
for your boss to determine. Again 
this depends not only on his tastes 
but on how well he knows those 
whose names are on the list. 


HAVING sELECTED the cards and 
waited anxiously for their delivery 
(if engraving is to be done, you 
may have to allow about two weeks 
extra, even longer if Christmas is 
just around the corner), the next 
step is to check that list again. All 
names and addresses must be 
brought up to date, and that will 
be your responsibility. If you are 
not familiar with some names, don’t 
rely on last year’s list or corre- 
spondence dated many months ago 
for correct addresses. You can fre- 
quently verify the names (spell 
them right!) and addresses of local 
persons from your city or telephone 
directory. 

Those right in the office, of 
course, are probably listed on the 
personnel records. Frequently the 
names and addresses of all the em- 
ployees will be mimeographed and 
distributed a few weeks before 
Christmas, in time for Christmas- 
card mailings. The addresses of 
more distant correspondents should 
be checked against your up-to-date 
files and verified by comparing 
them with incoming letters. Out-ot- 
town directories and_ telephone 
books can help you here, too. 

Now, with your reliable list in 
front of you, you can begin the 
process of addressing envelopes. 
Your best handwriting is called for, 
using a blue or black ink. No odd 
shades of green or purple ink, 
please; and no illegible flourishes, 
either. The postman 
doesn't have time to decipher your 
attempts at old English script. 


harassed 


You MAY BE CALLED ON to sign as 
well as address a number of these 
cards, particularly for those per- 
sons who are not too well known 
to your boss. Better check to see 
whether he chooses to be known as 
Charlie, Chuck, Charles, or C. L. 
Forester. If some of the cards are to 
be signed by you and some are to 
be handled by your boss, see that 
he gets his set ( properly addressed ) 

(Continued on page 162) 
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elp Wanted 


1 I saw your ad in this morning’s paper—the one 
» Hello... 1s this the Page-Hall Corporation? - where you are looking for a secretary. 
ae 
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5 Oh, yes; [ve done secretarial work for several 
«large concerns, and I have very good references. 
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BY JERRY WHITE 


The position hasn't been filled yet, has it? Yes, 
» Oh, good! «1d like very much to come up for an interview. 





| ]. That much! 
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elp Wanted 


] I saw vour ad in this morning s paper the one 
» Hello... 1s this the Page-Hall Corporation? «where you are looking for a secretary. 





5 Oh, yes: I've done secretarial work for several 6 
«large concerns, and I have very good references. » May I ask what the position pays: 
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BY JERRY WHITE 


The position hasn't been filled yet, has it? 4 es, 
- 1d like very much to come up for an interview. 


» Oh, good! 








1. That much! 
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words 


Just Teasers 


BY E. LILLIAN HUTCHINSON 








OVERWORKED WORDS 


The 
are 


stitu 


l. 


5 


italicized words in the following sentences 
worn thin from overuse, if not abuse! Sub- 


te a more meaningful word tor each. 


I am crazy to study psvchology 

It’s funny Jack did not receive an invitation. 
The heat makes me feel terrible. 

She was real pleased with the gift. 

Jean plays a swell game of bridge. 

Wait a minute while I fix my hair. 

1 left my watch to be fixed. 

I'm awfully sorry 1 can’t go. 

It was nice of you to take me along. 


She is keen about her new job 





GEOGRAPHIC SPELLING DEMONS 
Which of the following names are misspelled? 


Chattanooga 


Deleware 


l. 

z 

3. Cincinati 
4 Ashville 

5. Hawaii 

6. Schenectady 
: Duscon 

8. Albuqui rept 
9. Che Vein 


10. Sacramento 


PERPLEXING PLURALS 


Give 


» the plural form of each of the following 


| te aspoontul 
was 

company 

} HIOUSC 

> memorandum 
6. radio 

a Jone s 

S man-Ol-wal 
Q busine SS 


10. notary public 





ANATOMY ADJECTIVES 

In each of the following sentences, a word de- 
noting some part of the body may be inserted 
in the blank space. Example: To win top place, 
you will have to (knuckle) down to work. 


l. The picnic group the gathering clouds 
with apprehension. 


a single oak tree stood silhouetted on the 
of the hill. 

3. I had to my way through the crowd. 

$1. The huge liner slowly her way into the 
slip. 

+" Jack is an expert at long columns of figures 

6. Kate the beautiful dress material to feel 
its softness. 

7. From now on, all must the mark. 

8. Tomorrow you in your term papers. 

9. Beware of strangers on the road who try to 
rides. ; 

10. He went to meet his prospect with en- 


thusiasm and faith in his product 





PRONOUN PUZZLERS 


In «¢ 


nou 


cons der correct. 


1. Give the award to (whoever, whomever) has the 
highest score. 


ballgame. 


‘ach of these sentences select from the pro- 
ns enclosed in parentheses the one that you 


He invited my wife and (I, me, myself) to the 


Secretaries like (her, she) are alwavs in demand. 
All the class except (I, me) obtained positions right 





after graduation. : 


ur 


The customer is someone (who, whom) vou know 


well. 


their) attainments. 


2O =] 


tion. 


10. 


Can you type as accurately as (she, her)? 


Each one of vou is to be congratulated on (her, your, 
Who, Whom) did you say is the new president? 
rhe manager sent (we, us) boys on a tour of inspec- 


No one can leave without (we. our, us) seeing him. 


Key to teasers on page 162 
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Pleased to Meet... 


BY ELIZABETH TRUMPER 


NUESS WHO?” “L remember 
‘. your face but cant recall your 
name. “Havent I seen you some- 
where before?’ “I never was good at 
names. These clichés and count- 
less more reveal our inability to as- 
sociate the right name with the 
right person. How much easier it 
would be in our social as well as 
business life if we could develop 
a good memory for names. 

Visitors, salesmen, and acquaint- 
ances make your job as receptionist 
wr secretary more interesting. If you 
make a point of remembering who 
they are, you will also make your 
job much easier. In many offices, 
vou are given the responsibility ot 
weeding out those you know your 
boss hasn't the time or the inclina- 
tion to see. In other offices, your 
boss maintains an open-door pol- 
icy; he wishes to see everyone who 
comes in. , 

“There's a man to see you” isn't 
specific enough when you inform 
vour boss of a visitor's presence. 
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What is his name, what firm does 
he represent, and what is his rea- 
son for wanting to see the boss? Un- 
less the caller is very familiar to 
your boss, these answers should be 
relayed to him. 


A TYPICAL DAY in the office finds 
vou seated at your desk. The door 
opens and a determined individual 
comes toward you, brief case in 
hand. He gives you his card and 
asks to see vour boss, Mr. Brown. 
The card introduces him as Joe 
Knox, a representative of the Pre- 
mier Paint Company. 

“Mir. Knox, won't you be seated? 
I'll see whether or not Mr. Brown 
is free,” you say in your best we re- 
pleased-to-meet-you manner. Then 
vou call on the interoffice communi- 
cation system or go and tell Mr. 
Brown that Mr. Knox of the Premier 
Paint Company is here to see him. 

If Mr. Brown says, “Show him 
in,” you'll return to the visitor, say- 
ing, “Mr. Knox, Mr. Brown will see 
vou now.” Then indicate the loca- 
tion of the office or ask him to fol- 
low you. 

Suppose your boss is verv busy 
and savs that he cant see Mr. Knox 
now. “I’m sorry, Mr. Knox, but Mr. 
Brown is busy,” you'll say to the 
visitor. It may be possible to refer 
him to an assistant in the office, or 
perhaps it may be better to make a 
definite appointment for later in 
the week. If you make an appoint- 
ment, mark down his full name and 
the company he represents opposite 
the scheduled time. Then, when the 
man with the brief case comes 
again, your memory won't go blank 

you can call him by name and 
properly identify him to your boss. 
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THE SECOND CALLER on this typical 
day says he wants to see the boss on 
matter. Experience, 
sound judgment, and the persever- 
ance of a good detective will aid 
you. Some salesmen use this ap- 
proach in order to get in to see the 
boss, so a few pertinent questions 
often can save your employer's val- 
uable time—“What is your business 
connection?” or 


a personal 


“Can you tell me 
more specifically what you want to 
see Mr. Brown about?” Unless the 
caller can convince you that he 
really is serious about the personal 
matter, be unrelenting. Any legiti- 
mate salesman will gladly give his 
name and his company. And any- 
one with personal things to discuss 
will readily identify himself with 
some remark like this: “I'm Tim 
Bronson. I'm getting up a foursome 
to go hunting up in the Canadian 
Rockies and want Brown to go 
along’; or “I want Mr. Brown to 
help us again with the Community 
Chest Campaign’; or “I'm inter- 
ested in buying that lake property 
Mr. Brown owns up in the Sump- 
ter section.” 

If the caller will not identify him- 
self, his company, or his personal 
reason for seeing your boss, be 
courteous but firm. You can sav 
that it is your job to question call- 
ers; you will be glad to help him if 
he will give you the necessary in- 
formation, but that vou cant help 
him without a few details. When 
the caller tells vou he is selling 
gold-mining stock, “a sure thing- 
mavbe you would be interested,” 
send him on his way. You know Mr. 
Brown would not be interested be- 
cause all his stock buying is done 


(Continued on page 164) 
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Dic taphone 








Rex has scale, uses note sheet 
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ee 


Edison has 74-inch indication slip. 
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sheet. 


SoundScriber has unique reflector mirror. 








THE SIGNAL SYSTEMS 


result of 


HIS ARTICLE is the 
a letter from a reader who was 
especially interested in the review of 
different types of dictation machines 
that appeared in our September issue. 

“When I take shorthand dictation,” 
“I can tell 


notes how 


our correspondent wrote, 
by a glance at my long 
each letter is. When my employer 
changes his mind in the middle of 
a letter, I can make corrections in my 
notes, right away. When he decides 
that 
air mail, I can make note of the fact. 
Because I know 
tated, I know 


a letter is to be rushed or sent 
what has been dic- 


how carbons 


many 
I should make, 
“Now, I'd like to know how a 


dictator can let the transcriber know 
all those things when he dictates to 
a machine. Is the transcriber supposed 
to be a mind reader?” 

Well, being reader would 
help! Especially when your dictator 


— 
a mina 


is new at his end of the process. But 
no mind reading is necessary if your 
dictator both know the 
“signal system” of your dictatir 
equipment. , 


and you 


ao 
iS 


EACH MACHINE has a signal system 
of its own, but all systems have grown 
out of one idea: a scale. 

The scale has markings on it, like 
a ruler, Each mark indicates that a 
certain amount of space (or number 
of minutes) on the recording — the 
disc or belt or wire or cylinder — has 
been used. , 

Length. A long letter.takes a lot 
of space (or minutes), just as it does 
in your shorthand notebook; a short 
letter, only a little space. 

When the dictator begins a new 
recording, he starts with a new scale. 
He makes a mark at the end of each 
letter. By noticing the amount of 
space between marks, you can esti- 
mate the length of the dictated ma- 
terial. You have to remember that 
some persons speak more slowly than 
others, and they do not get so many 
words in a minute’s dictation as do 


faster speakers. But, once you are 
familiar with a dictator's pace, it is 
easy to translate scale marks into 


numbers of words or lines. 
Most speakers average about the 
of the machines 


same pace, SO, SOME 


have scales that come close to the 
actual number of words or 60-space 
lines for each marker. Edison, for 


example, says you will average about 
10 ‘lines of 60 


spaces each. pel 
marker. 
Corrections. Ut a_ dictator does 


change his mind (this does not hap 
pen often, for the experienced dicta 
tor usually takes the time 
what he is going to say before he 
begins to talk to the machine), all 
he has to do is to make a mark on 
the scale each 


to decide 


time he changes his 
words. 

Suppose, after finishing one letter 
and starting another, he remembers 
something else he meant to say in 
the first letter? He 
letter; he indicates that he is going 


finishes the new 


to make a correction; then, he tells 
vou what he wants added and where 
it is to be inserted. 

As youd imagine, a good tran- 
scriber listens to all the corrections 
before starting to transcribe. 

Special Directions. Whenever the 
dictator wants to give special instruc- 
tions to the transcriber, he makes a 
mark on the scale (writes in an R 


for Rush!, for instance) or writes a 


little note that comes to vou with 
the recording. 
THE KIND OF SCALE is what varies 


with the different makes of machines. 
Several machines Gray-Audograph. 
Dictaphone, and Edison, for example 
—use slips of paper called “indica 
tion” or “index” slips. (The illustra 
tions here are not quite actual size. ) 
Both dictation and transcribing ma- 
chines are equipped with a holding 
slot for these correction slips. As the 
recording is made or played back, a 
pointer crawls along the line so you 
know how far you have come in the 














SEYMOUR ROSEN and 


ADRIENNE FROSCH 


OF TRANSCRIBING MACHINES 


letter you are dictating or transcrib- 
ing. On these slips, the scale markings 
are white dots Audograph) or lines 
letter endings are indicated in the 
middle or top half of the slips and 
corrections and notations in the bottom 
half. 

Some machines, like the Rex, the 
Webster-Chicago, and older 
ot Dictaphone, 


“note sheet” with each recording in- 


models 
require the use of a 


stead of an indication slip. The note 


sheet is the size of telephone mes- 


} 


sage blank. A seal 


is printed on it, 
and space IS 1 vided 


pi l | beside the 
scale for the dictator to mark the 
start and end of letters and note any 


“OOtiO? seal clase 7s ] 
corrections. spec i adirecuons, and So 


on. The not sheet comes to you 
with the record ng, 

On one machine the Sound- 
Scriber, the signals are shown right 


which is a disc. At 
the top of the machine is a mirror (like 
a little 
marks on it. 


on the recording, 


television screen with scale 
The mirror gives you a 
magnified view of grooves on the dise 

a broad groove indicates the start 


of a new letter: a narrow groove, 


~ 
CONTINUED 
FROM | Tog §ENO 





a correction. A diamond shaped 


pointer helps you keep your place. 
[fo sHow YOU HOw a real letter looks 
on indication slips, the following 
letter was recorded on three different 
machines: the markings that indicate 
the start and stop of the letter and 
the four corrections in it are 
at “A” on the three 
This letter 
heard on the transcribing machine: 
Miss Smith, please mail this letter 
to our new dealer in Cincinnati. Dear 


shi wh 
scales below. 


is exactly what would be 


Sir: We wish to congratulate you on 
becoming our dealer in your com- 
munity. Period. Correction: Make 
exclusive dealer in your 
community. Indelible (use all capitals 


for the word Indelible Lipstick has 


proved a reliable profit-getter to our 


that our 


dealers for three vears. Period. 
Paragraph. In addition to provid- 
ing our dealers with the 


= 


usual sell- 
ing aids comma, we now have a totally 
Period. Our 
thoroughly 


new selling feature. 
sales force is excited 
about a new service we are offering 


the women of America. Correction: 





Lom 


INDICATION SLIPS 


An experienced office worker could easily 
read the 


tor to the stenographer on these three 


“coded message” from the dicta- 


slips—Audograph. Dictaphone, and Edison, 
At A, the dictator mace 


his letter, which is the one printed above: 


four corrections in 
at B, he indicated by an R or a check 
mark that the letter is rush; at C, he 
directed that two extra carbon copies 
would be needed: at D, he showed that 
he had had an afterthought. which should 
be added to the letter to which the arrow 
points. 


Change that to we plan to offer. Peri- 
od. Our laboratories, after many vears 
of research, have developed a Lipstick 
hyphen) Selector Wheel. Period. 
Chis Wheel personalizes the selection 
of lipstick. Period. 
make it possible for 
use the shade of 


This service will 
each woman to 
lipstick that harmo 
Correction: Make that blends 
with hei unique color characteristics 


nizes. 


Period. In this wavy comma, the in 
dividual beauty of each woman is 
highlighted through the use of Indeli 
ble Lipstick. Period. 
Paragraph. In ordei boost sales 
for our dealers comma, we are plan- 
ning a nationwide sales campaign be 
ginning this fall. Period. Correction: 
Change that to read in September. 
We have arranged full-page advertise- 
ments in all the leading women’s 
magazines to publicize the Lipstick 
Selector Wheel. Period. You will 
ceive special selling materials to coin- 
cide with these advertisements. Period. 


Paragraph. Our company will con 


tinue to direct its efforts to 
greater profits to our dealers. Period 
Sincerely yours. 


assure 
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Secretaries in 








The Royal Court of the Washougal 
Rodeo in Washington really put 
“secretaries in the news.” Left to 
right are Princess Cathy Cresap, a 


secretary in training: Queen Lor 


raine Ridenour, secretary to the 
principal of Battle Ground High; 
Princess Dulcie Marion, a secretary. 


As well as being secretaries in train- 
ing, the two handsome gentlemen 
and the fourteer lovely young ladies 
smiling out from the next picture 
all are 1952 winners in the High 
School Tvypewriting and Personality 
Contest held in lowa each year. 





’ 


Governor Adlai Stevenson, Democratic candidate for President, dictates 
a thought for a speech to his secretary, Carroll Evans. They are 
aboard the Stevenson plane during a combined plane-train tour of the 
West. For information on General Eisenhower's secretaries, see p. 125. 


Also travelling with Governor Stevenson is his personal reporte: 
Irving Brush. Mr. Brush takes down every word the Governor says in 
public so that he cannot be misquoted 
Stevenson that Jack Romagna (page 161) does for President Truman. 
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the same thing for Governo 





At the Honolulu Business College com 
mencement exercises, Director Chrape pre- 
sents “The Outstanding Shorthand Student 
Award” to Miss Winifred K. Y. Wong, 
who is soon to be a full-fledged secretary. 
Looking on are Mr. E. Svyiva, the com- 


mencement speaker, and two graduates. 


Mary Agnes Ketter, business student of 
Sister M. Lioba, Holy Trinity High School, 
Okarche, Oklahoma, won the first-place 
award at the Typing Festival sponsored 
hy Enid Business College. Miss Ketter has 
won twelve typing medals in two years. 


She types 115 wam in one-minute tests. 
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To BE EarnepD ON THE SPEEDWAY 


BY FLORENCE ELAINE ULRICH, Director of Gregg Awards 


ANY STUDENTS will be get- 

ting on the “speedway in 
shorthand, typing, and transcription 
this month, and stretching for speed 
can be a great deal of fun. Practice 
for an accurate and fluent short- 
hand writing style is interesting, 
and reading shorthand is even more 
fascinating to some. I still get more 
enjoyment out of reading Dickens’ 
Christmas Carol in shorthand than 
in print. 


0 


B 


€ 





i 


But you will experience your 
greatest thrill of achievement when 
you begin to take dictation in the 
speed classes! 

If you want to become a good 
secretary, strive tor a speed of at 
least 140 words a minute. There 
is no hardship in practice, for it 
actually doesn't require much time. 
It only takes diligence. One expert 
shorthand speed course, quite pop- 
ular some years ago, required that 
the student take approximate ly 
three hundred words of copy and 
write it over and over in shorthand 
until a speed of 175 words a minute 
was attained in writing this one 
piece of copy. The next assignment 
required that the student practice 
four hundred words of copy until 
he could write it at 200 words a 
minute! 

Now, obviously, the merit of this 
kind of practice is in the develop- 
ment of manual dexterity. The hand 
may need to be taught to stretch 
for higher speeds. Simple little 
techniques, such as moving swiftly 
from one outline to the next or from 


one line to another. are learned 
more quickly when dictation speeds 
force the hand to greater effort. 


Tue Grecc SnHorTHAND' SPEED 
Tests, upon which beautiful cer- 
tificates and pins may be earned, 
are offered at 60, 80, 100, 120, 140, 
160, 175, and 200 words a minute to 
help spur you on to these higher 
speeds. The 60- and 80-word speed 
goals can be reached in the first 
semester, although, more generally, 
they are attained in the second se- 
mester. Students can and often do 
win the 100- and 120-word awards 
in the second semester. 

If the goal at the end of the first 


semester of your course, is 60 words 





a minute. strive for 80 and 100 


words in your homework practice, 
Make 60 on new copy feel slow to 
the hand because you are practic- 
ing for higher speeds at home! 
Such a home-study, skill-building 
program will enable you to qualify 
for the higher speed awards offered 
by this department. Incidentally, 
these awards, when presented to a 
prospective employer, might help 
vou obtain a more interesting, bet- 
ter-paving position after you grad- 
uate. Many job hunters have been 
hired because employers were im- 
pressed with the number of awards 
they showed as proot of their skill. 


You WILL ALSO WANT to build your 
speed in typing from your notes. 
\fter you are on the job, the “proof 
of the pudding,” as far as your boss 


TODAY'S SECRETARY e November, 1952 


is concerned, will be the typewrit- 
ten transcript of his dictation—the 
speed and accuracy you exhibit in 
turning out perfect copy. 
Creditable speed in transcribing 
cannot be attained, of course, if 
vou don't have sufficient speed in 
tvping. Youll be wise, therefore, to 
build up your typing speed as 
quickly as Beautiful 
awards may be earned on the Com- 
petent Typist Test published in this 
magazine. In the development of 
typing speed, too, repetitious prac- 
tice is essential. And the Compe- 
tent Typist Program gives you the 


possible. 


incentive for that practice by re- 
warding your best effort on the test 
each month. 

Take the test as often as possible, 
and send in your best results each 
month to qualify for an award. If 
vou are writing 30 wam on a ten- 
minute test now, stretch for 40 
through repeated writings of the 





Competent Typist Test this month. 
Then, next month, you may strive 
Beautiful 
CT emblem pins are available at 
50. 60, 70, and 8O words, and at- 
tractive certificates may be had 


for still higher speeds! 


for 30 and 40 words. 


Now For THIs “proof of the pud- 
ding” typing we mentioned earlier 

your ability to type transcripts 
from shorthand. A typist with a 
speed of 50 to 60 words on straight 
typing will probably be able to 
type a transcript from his shorthand 
at 35 to 40 words. Why not take the 
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Transcribing Speed Practice Test 
on page 145 this month and see for 
yourself what the margin is be- 
tween your best typing speed and 
your best transcription speed? 

In order to 
transcription 


focus attention on 
speed, the following 
will be offered on the 
Transcribing Speed Practice Test 
this month: 

Junior OBE (Order of Business 
Efficiency) pin for typing 100 
words in five minutes, or 20 words 
a minute. 

Senior OBE pin tor typing 150 
words in five minutes, or 30 words 
a minute, 

Superior OBE pin for typing 200 
words in five minutes, or 40 words 
a minute. 

Practice typing from the Tran- 
scribing Speed Practice Test as 
often as you have time in order to 
stretch for higher speed before you 
take the test for the award. Focus 
attention on transcribing from the 
shorthand; don't copy from the 
printed version. The value of vour 
practice depends on your ability to 
transcribe from shorthand. 

When you are satisfied that you 
have attained your highest speed 
possible on the copy, take a five- 
minute timed test. If you typed the 
test at the rate of 20 or more words 
a minute with not more than two 
errors, you can apply for one of the 
OBE awards. 


aw ards 


Now LETS TAKE A LOOK at the 
Junior OGA Test copy. You will 
notice that it emphasizes the fr, fl 
blends. These blends should be 
written with one impulse of the 
pen. The importance of writing fr 
correctly will be seen as soon as 
you begin to join the blend to other 
characters. Use the Gregg Short- 
hand Corrective Slide freely to 
check the proportions of your char- 
acters. In your practice of this 
month's test, make a special effort 
to observe correct formation of 
curves, proper slant, and good pro- 
portion throughout. 





Applications for each OBE Pin should 
be accompanied by 50 cents and should 
reach us not later than midnight of No- 
vember 30, 1952. 


If you did not apply for the 
Junior OGA Writing Progress Pin last 
month, why not submit your notes for 
both the pin and certificate now? The 
pin is 25 cents and the certificate, 10 
cents, 


lov ely 
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Material for OGA Tests 


NOTE TO CANDIDATES FOR AWARDS 


All clubs of test papers should be accompanied by a typewritten list of names to expedite checking 
and assure accuracy in making out certificates. November copy is good as membership tests for OAT 


CT, and OGA awards 
160 for copy 


until the receipt of the 
for the November CT and OAT 


December, 


1952, issue. (See pages 144, 159, and 


tests.) 


Junior OGA Test 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 


— 


above. The tests may be written in one 
or in two columns, on your regular note- 
book other stationery 
that will allow you to do your best work. 
Ruled paper keep your 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 


paper or on any 
helps writing 


correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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that they have develoved a good practical 
style of penmanship that will assure ac- 
curate transcripts on the job. Aceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as to 
proper slant, and joining; and 
(3) the correctness of proportions main- 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers, 
which gives detailed criticism of the 
faults of style noted by the examiner. 


curve, 

















-al 
ac: 
le 
er: 
Je 
he 
2) 

to 
nd 
in- 


b- 


rs, 
he 





A ae — EE 








When Are “Finders” 


“Keepers’?? yy cvs: 
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November Competent Typist Test 


(To compute speed, note the number indicated at the end of the last line you copied completely and add I for each additional 5 strokes typed. To get gross 
speed, divide total by number of minutes; or, to get net speed, subtract 10 tor each error before dividing by number of minutes.) 


Words 


Did you know that down in the South 
Pacific there is a type of island paradise 
you may have for the asking? Soft waves 
lap against its coral shores and tall palm 
trees bow a gracious welcome in the soft, 
cool breeze. There is fresh water in deep 
springs, and lush fruit of all kinds hangs 
from the leafy tropical trees. 


But before you get set to apply for 
ownership of Cat Island, heed this warn- 
ing: a huge military invasion would be 
needed to drive out its inhabitants. For 
this island belongs to cats—hundreds of 
mean, lean, savage felines that have so far 
proved more than a match for any human 
foe. 


This strange kingdom dates back a hun- 
dred years or more to a day when rats, 
escaping from a ship that was wrecked on 
the reefs, swam to the island. At first the 
natives ignored the uninvited guests, so the 
rats began to multiply rapidly. Soon they 
just about declared war with the human 
dwellers; and, although the natives tried 
many methods of getting rid of the rats, 
the rats finally won out. Sadly the resi- 
dents packed up and left their island home 
to the rats. 


Officials in the nearby islands sent many 
bands of soldiers to clean out the rat nests 
that infested the island, but none of their 
poison or traps or smoke did any good. In 
despair, the men finally offered the island 
as a gift to anyone who was able to defeat 
the rodent enemy. 


A clever Frenchman who was visiting 
friends on an island near there made a 
study of the problem and came up with a 
simple solution—cats. He soon rounded up 
five hundred alley cats, loaded them on a 


Adapted from an article by Lucille Beckhart in the 
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16 
24 
41 


50 


279 
287 
205 
303 


312 








Words 


ship, and set off for the little island. He 
turned the cats loose on the beach, then 


calmly sailed back to his friends and sat 3 


down to await the results. 


A few weeks later, when the man came 3; 
back to inspect his promised island, the 35 
cats were sleek and fat and happy. The ; 
rats that still were alive were in hiding. 376 
The pleased officials kept their promise and 3:5 
gave the island to the man who had come : 


up with the answer. 


Now, as sole owner of a South Sea isle, 
the man started a copra plantation and a 
poultry farm. For a while all went well. 
The cats worked hard, and his business 
grew. But, while the rats disappeared, the 
number of cats kept growing. Soon, the 
hungry felines began to attack his poultry. 
The man tried all the tricks that formerly 
had been used to rout the rats, but none of 
them worked any better against the new 
enemy. In despair he, too, soon packed up 
his bags and said farewell to the island. 


The kingdom of cats now started to thrive 


in earnest. It was not long before the once 51; 
tame tabbies became fierce and wild, living 5 
in burrows and eating crabs and fish from 53 


the ocean. Even giant sea turtles coming 
ashore fell prey to the vicious creatures. 


Today the natives of the nearby islands 
fear Cat Island, for any humans who dared 
to set foot on the island would soon be 
ripped to bits by the claws and teeth of 


the savage cats. Now and then some sight- 588 


seers may row their boats close to the 
island, but they turn and bend their oars 
quickly when they see the mass of snarling, 
spitting cats waiting at the water’s edge, 
ready and quite able to defend their savage 
home. 


321] 


> 
329 


422 
429 
438 
446 


464 
473 
480) 
489 
497 


505 


631 
632 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


July, 1949, issue of Coronet. Cop ‘right, 1949, by Esquire, Inc. 
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Transcribing Speed Practice 








| The material below is the same as the C.T. Test across e 
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om shorthand. Compute your rate on this word-counte 


rovided so that you can test and co 
material in the same « 


mpare your speeds of typing from prin: 
ou do when typing the C.T.) 
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by DR. A. E. KLEIN 
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Double-Duty Dictation 


DUTY ONE: To review the principles of Chapters VIE and VIEL of the Manual 
The letters given are not “packed,” but contain at least one example of every 
new alphabetic character and new principle presented in these chapters. For 


“packed” dictation, which is often used to help the student learn or master the 
principles being presented, see the author’s book, “Graded Drills in Gregg Short- 


hand Simplified.” e DUTY TWO: To build speed in writing. Practice the pre- 
view words (the key to these shorthand forms is provided by the words in italies) ; 

'" . . . . sa — * , 
then take the letters from dictation at faster and faster rates. The word count is 


given every 20 “average” words, 


Chapter VIL. Dear Mr. Ford 
Confirming our conversation of two 
days ago, we agree to accept the re 
turn of the?® merchandise provided 
it is in good condition and can be 
resold as new. 

When the merchandise is re 
turned,?® we will issue a credit mem 
orandum to balance your account. 
Yours truly, 

Gentlemen: We read your nota- 
tion®” on our letter of December 8. 

You will be glad to hear that we 
are unable to locate any unpaid>" 
charges on your account. We hope 
you will excuse our forwarding you 
an invoice atter payment was made. 

Wel thank you for calling this 
matter to our attention and apologix 
tor this error. It is our hope that we!?" 
mav continue to have the privilege 
of enjoving vour patronage. Very truly 
yours, 
~ Dear Sir: The man who!?® de- 
pends for his heat on the coal fur- 
nace down in the cellar has found 
that the price of coal has been increas- 
ing!*" substantially year after year. He 
has also found out that the amount 
he can buy at any one time is fre- 
quently'*® limited. In addition, the 


quality of the coal is sometimes so 


poor that it is impossible tor’ keep 
his home heated comfortably. 

Let us show you how you can im- 
prove your heating system by install- 
ing an*“" Atlantic gas heater. 

If you want to know more about 
the Atlantic, consult your neighbor- 
hood dealer. You will?*" find his name 
and address conveniently listed on the 
enclosed folder. Yours very truly, 

Dear Mr. Lane: Miss*®° Smith, a 
young lady connected with the com- 
pany with which I am employed, in- 
formed me of the court reporting?’ 
course she is taking at the Empire 
Institute. 1 am very much interested 
in this course, but unfortunately?” 1 
shall not be able to attend school un- 
til the spring semester. 

If I am not misinterpreting®*" the 
description I read in the Institute's 
catalogue, I believe that completion 
of Part I is an*#° indispensable con- 
dition for taking Part II. 

I already have a copy of the text 
book used in your course and?89 have 
mastered the first forty lessons. In 
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addition, I believe ] possess the speed 
requvement for taking Part®’’ If, 
Cannot these accomplishments be con- 
sidered the equival nt of Part 1? 

\ rey lv at your convenience? 
will be very much appreciated. Cor- 
dially, (41 lL) 


Chapter VIL. Dear Mr. Jackson: 
Thank you for your check for fifty 
dollars to apply on the sixteen-hun- 


7 
dred-dollar loan we?" made vou two 


months ago, When you made. this 
loan, you promised to pay at least 
eight hundred dollars within sixty 
days.4° Wiil you please let us know 
as soon as possible whether vou will be 
able to make another substantial pay- 
ment®” soon. Yours verv truly 

Dear Mr. Taylor: The Chamber of 
Commerce would like to have your 
support so that it 


‘Y can carrv on. its 
constructive work. . 

There are many improvements to be 
made in our citv. The officials of! 
the Chamber of Commerce have am- 
hitious plans to carry out the sug- 
gestions already proposed by _ its 
members.'=" These plans, however, 
require that each one contribute un- 
selfishly both his services and_ his 
financial support.'#° Under these cir- 
cumstances, we are sure that we can 
count on you. Cordially yours, 

Dear Sir: A few days ago our!? 
Master Six was placed on display in 
two or three show rooms. We believe 
that it is one of the best cars on the 
market.) 5° 

It is becoming more and more popu- 
lar every dav, and it is only a matter 
of time before?"” the Master Six will 
be the leader in the lower price range 
of cars. There is nothing else on the 


aT) 


market to compare=* with it in 


beauty or in economy. 

If you will call at any time from 
9 a.m. to 5 p.m-4" Monday through 
Saturday, we shall be glad to give you 
all the information about the Master 
Six that you desire.?°° Cordially yours, 

Gentlemen: I cannot understand 
why you are asking me to honor your 
draft at ten days’ sight.2%° I under- 
stood your terms to be two per cent 
ten days, net 30 days. 

Will you please inform me why you 
are requesting?” that I honor the 


— 


sight draft? Yours truly, (308) 
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nual, | To help vou keep warm and dry this winter, we've 
Very 

For | selected a group of coats that are smart both style- 
the | wise and dollar-wise. And because we know most 
1ort- 
pre- 
es); weight suits for less bulk under your coat and a won- 
nt is . 


office gals are suit lovers, weve included a few light 


| derful tweed suit for real anti-freeze protection. x 
reed / j 
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e100 | x sii 
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Left: This pin-checked wool 
suede Needletone coat, by 
Leeds, sports a removable lin- 
ing to make its $65 price tag 
do double-season duty, Right: 
Chameleon irridescent fleece is 


sixty 
how 
ll be 


Pay 





r of ; 
¥ used for this warm Leeds coat 


your 


7" with interesting shoulder de- 
1 Ws 


tail. It is available in teal blue, 


wine, rust, and gold; $50. Both 
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coats come in sizes 10 to 18 
and can be purchased at Mau- 
rice L. Rothschild’s, Chicago. 
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This warm winter-proof coat by Walda Scott is made of 
Wyandotte poodle cloth and set off by shoulder-seam 
detail and velvet trim under the collar. Luscious 

in red—or black. beige, green. or royal blue. Sizes 

8 to 18: $59.95. At Emily Shops, New York and 
Washington. D. C.: Thomas Kilpatrick, Omaha, Nebr. 





When you don’t want too much 
bulk under your coat. you'll 
welcome a good-looking rayon 
‘ suit, with a Milium lining tor 

extra warmth. This is a 5am 
} Silberstein Moderator suit of 
} Splatter-Rib rayon that yqu'll 
: wear any season for every oc- 
S casion. In gray, copper, blue, 
wine, or purple. Sizes 7 to 15 
and 10 to 20; $35. At Sanger 
Brothers, Dallas; and Thal- 
himer Brothers, Richmond. 


\ square sleeve-yoke for smartness, a flattering 
collar and tight wing cuffs for warmth in this 
flared Lassie Maid greatcoat of wool Pinto 
Check. Available in rose, beige, blue, and red. 
Sizes 8 to 18; $49.95. At Lansburgh’s in 
Washington, D. C.; and J. L. Hudson, Detroit. 
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Fringe is used to trim the collar and jacket front of 
this smart wool tweed suit by Swansdown. The suit 
comes in light brown, dark brown, black. purple, 
charcoal, and plum. Sizes 10 to 20; $65. Matching 
coat with fringed stole is $100. Both at Juliette’s. 
San Francisco; and at Engel & Fetzer in Cleveland. 


A fitted coat with a flaring skirt that does nice things 
for a slim waistline, is this Helene Coat made of pin- 
check fleece with velvet trim. It comes in gray, blue, or 
red check with black. Sizes 9 to 15; $55. At Emily 

Shops in New York and Harrisburg, Pennsylvania; Peer- 
less Co., Pawtucket, Rhode Island; Marna Lee, Minn. 
























If your office is always warm, you'll want a lighter suit, 
too—this checked rayon and acetate wrinkle-resistant 
suit by Lampl, for instance. Velvet piping plays up the 
hip detail of the unlined jacket. Sizes 10 to 18; 

$17.95. In green, red. blue, gray, brown, and purple. 

At Higbee Co.. Cleveland; H. S. Barney Co., Schenectady. 



































Who Cares 
If It Rains! 








this gay saddle-stitched raincoat by March & 
Mendl. It’s made of water-repellent cotton 


poplin, with a surprise calico lining, and boasts 
a matching hat. Sizes 7 to 15, 8 to 18. In 
sand, red, green, navy, gray, blue, or 

maize; $17. At D. M. Read Co., Bridgeport. 
Connecticut; and L. S. Avres in Indianapolis. 


You'll be glad for an opportunity to wear | 









When the sun comes out, you'll still look smart 
in this wide-wale corduroy Sherman Brothers’ 
raincoat that’s Zelan-treated to keep you 

dry and Milium-lined to keep you warm. Sizes 
8 to 18; $35. In green, red, gold, teal, 

royal, gray. brown. At Jordan Marsh, Boston; 
and at H. & S. Pogue in Cincinnati. 





Wear this right over your coat—a Firestone Velon 
plastic raincoat by Hygrade Novelty Manufactur- 
ing Corp. Called “Silhouette,” it has water- 


repellent cotton trimming on the standing collar and 





elasticized cuffs. Trim is in navy, brown, 
vray, green. or red. Sizes: Petite (under 12) and 
Regular (12 to 20); $12.95; short version at 


$8.95; umbrella, $4. At Lord & Taylor’s, New York 





bist i 
r 

h & 

i 
Oasts 


rt. 
polis, 








| 
, 
| 








‘HAN 
Why 


—— 





Make Yourself 


a Pretty Mouth 


BY HELEN H. WHITCOMB 


VERY TIME you smile, every time vou laugh, 

every time you speak you call attention to your 
mouth. And a lovely mouth it should be to do justice 
to so much attention. Those few quick dabs of color 
you apply as vou grab your hat and run for the eleva- 
tor are the rosy proclamation that you are friendly 
and nice to know—or careless and lacking in taste. 


OF PRIME IMPORTANCE for that pretty mouth is a care- 
fully chosen lipstick shade. Basically, all lipstick colors 
fall into three categories: the true, clear reds; the 
orange-reds (ranging from light tangerine shades to 
russet brown-reds); and the blue-reds (from pale 
pinks to deep maroon and orchid shades). 

When you choose a lipstick, don’t be influenced by 
catchy names or a shade your best friend wears. Think 
of you—your own coloring and, most important, the 
clothes you will wear it with. Have you ever cringed 
at seeing a fuchsia scarf with an orange lipstick? 
Then you know why the well-groomed girl realizes 
that whenever she wears anything in the red family 
(from rust to purple), her lipstick must either match 
or harmonize. This means she needs at least one shade 
in each category. After all, having a variety of shades 
is no extravagance. It doesn't mean that you use more 
lipstick, merely that you always have on hand a shade 
that will flatter any outfit. 


EXPERTS ADVISE that you apply your lipstick with a 
brush. It takes a little practice, maybe, but your re- 








ward is a clean lip line with no skid marks or blurry 
smudges. Keep your lips closed, in their normal re- 
laxed position, as you outline both your upper and 
lower lip with a full brush of lipstick. Then open your 
mouth and spread your lips as you fill in the outline 
with your lipstick. 
Always make yourself a soft and natural-looking 
mouth. Lips painted out beyond their borders don't 
fool anybody—the cupid’s bow went out with the 
Model T, and a pointed upper lip or overdone lower 
one is unflattering. If your lips are too thin, use a 
bright shade and carry the color to the very edges of 
vour lips, though being careful not to stray out of 
bounds. If your lips are too full, you can fool your 
public by not carrying the color to the very edges. 
Again, to build up a small mouth, use your lip brush 
to carry color all the way to the corners and to create 
a slight smile curve by placing a tiny dot of color in 
the corners. An illusion of smallness will be created 
for a large mouth if color is concentrated in the 
center of the lips and the outline does not extend 


as far as the corners. 


To KEEP YOUR Lipstick where it belongs—on you and 
not on napkins, cups, or you-know-who—apply color to 
clean, dry lips. Let it set while you comb your hair. 
Blot. Apply again and blot once more. If you don't 
use one of the indelible lipsticks, you can make yours 
smear-proof with a top coat of one of the lipstick- 
protecting products. 
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Patterned for 
today’s secretary 


1682—-The new middy look in a dress with a whirl skirt and large collar (make 
an extra white collar for change-about). Sizes 12 to 20. Size 16 takes 4%4 













yards of 39-inch fabric. 


9259-—Can't you see this pretty scallop-trim dress in soft velvet (or wool or 
faille) ? Sizes 11 to 17. Size 13 takes 414 yards of 39-inch fabric. 


1595—Tailored to perfection and so easy to sew is this trim Chesterfield dress. 
Size 16 takes 35x yards of 39-inch fabric and 44 yard of 35-inch velvet contrast. 


9049— Small waistline? It’s yours in this smart casual with unpressed pleats. 
Misses’ sizes 12 to 20. Size 16 takes 4% yards of 41-inch fabric. 




































































Send 35¢ in 
coins for each 
pattern to: To- 
day’s Secretary, 
Pattern Depart- 
ment, 243 W. 17th li—17 
Street, New York, 
New York. 
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keep your lipstick 
on you 








lipstick protector 









Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you alJ day long by 

> brushing clear, 
liquid Nu-lips over 
your favorite lipstick — 
even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


te Renotr parfums Itd, 


120 w. 42ND sT., N. ¥. c. 








Christmas Shopping ... the easy way! 


SPECIAL HOLIDAY RATES 
for Subscriptions to 


TODAY’S SECRETARY 


One-year subscription $2 (reg. $2.50) Two-year 
subscription $3.50 (reg. $4) Three or more one- 
year subscriptions, $1.75 each; three or more 
two-year subscriptions, $3 each. 

A Christmas gift card will announce each gift. 
You have until January 31, 1953 to pay for 
them. Send your order early! 


330 West 42nd St. New York 36, N. Y. 














PURSE 
ORGANIZER 
They ‘rave’ about this wonderful 
& convenience! Ends annoying search in 
handbags. Like a miniature filing 
system, holds everything from billfoid 
to nail file. Transfers from purse to 
purse. Size 7” x 3%", 7 pockets. Brass 
corners. DE LUXE, black taffeta, roman 
striped divider $1. 
UTILITY, lipstick red simulated 
leather $1.00 
Postpaid. No C.0.D. Satisfaction Guaranteed. 
219 W. Chicago Ave., Dpt. TS-112 Chicago 10, Iil 
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Here's What You DON'T Learn in School! 


Yes, here it is, girls: "101 Office Short Cuts” 
—the most rollicking, comprehensive reading 
ever compiled for the modern secretary. Clever- 
ly illustrated by secretary-author Magi Maxwell, 
the book is studded with wondrous ideas 
gleaned from a ke yng career in New York adver- 
tising, general office, and newspaper fields. 5O¢ 
Real New Books, Box 1432, GPO, N. Y. I, N. Y. 











For All Your 
CAT-OWNING FRIENDS 
The Perfect Gift Is— 


Cats Magazine 
a 


Stories, Poems, Pictures, Articles, 
News—All About All Kinds of Cats— 
. 


Send only $3.00 for each one-year 
subscription (Samples, 25¢) 


Cats @ \1-K House Bidg. @ Pittsburgh 22, Pa. 
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AYBE YOU'VE just finished raking 
M the leaves (that’s what I miss 

most now that I'm a city dweller— 
the wonderful smell of 
leaves on an afternoon when my fingers 
tingle with the cold and the 
neighborhood small-fry “help” by jump- 
ing in the pile and scattering leaves all 
over the lawn again everv time I think 
I'm just about finished). Well, ‘nuff day- 
but though its only leaf-raking 
now it will be Thanksgiving and 
Christmas-shopping time before you can 


tangy burning 


be gin to 


dreaming, 
time 


Santa’s reindeer! 
To help you make out that gift list, we've 
compiled a number of worthy suggestions 
that will be kind to your budget. 


names of 


Santas for Stockings. Cute as stocking 
fillers, ideal as small gifts are these Coty 
Santas that come with either solid cologne 
($1.25, plus tax) or Cotv “Sub-Deb” 


lipstick 


($1.10, plus tax 





And, incidentally, 
Christmas” line for 
lotion and hair-dressing set 


Coty has a “new this 
men. An after-shave 
sells tor $2.25, 
plus tax, and has an ummmm tragrance. 


Handy for Hands. Does the girl whose 
desk is next to yours always -borrow vour 
hand lotion? Well, the ideal gift for her 
might be this hand-lotion purse dispenser. 
It’s a small plastic “bottle” fitted with a 
leak-proof push-button applicator and 
capped with a smart gold metal case. A 
lightweight and_ truly 


attractive purse 





gadyct she'll love—with a low, $1 price 
tag to please you! Order it from Studwell 
Products, Dept. TS, Grand Central P. O. 
Box 855, New York City. 


1952 


Parisian Clothespins. In Paris, clothes- 
used for than laundry 
These tiny imported tortoise-shell clips, 


pins are more 





with gok i. pl ited trim, are cute little ac- 
cessories to we ar on your lapel o1 cults, o1 
hat, or be It. $3.60 a 


on a scarf, They are 


pair (tax included) and can be ordered 
from Marietta Larsen, 724 Fifth Avenu 
New York 19. Thev are about the siz 


of a regular papel clip. 


Christmas 
vay, 


Modernistie 
want 


Cards. If you 
original Christmas cards 
to send to those very special people on 
vour list, you can get a charming assort- 
ment from Amv Abbott, Inc., 344 West 
52 Street, New York 19. One dozen 
witty cards are $1, plus 10 cents postage. 


some 


You'll love Gustave’s 

“Dorm.” Made _ of 
wool varn and lastex (for a really snug 
fit), they are decorated with a metallic 


Cute and Cozy. 


Collegiate slippers. 


collar and gav medallion and have a 
flexible leather sole. Price is $3.95 at 
Arnold Constable’s. New York. Good for 
your own “hint” list as well as for gifts. 








4 


A 





Somewhat Scentimental., Your favorite 
lady opens a beautiful white and gold 
brocade jewel case, and there are two 
flacons of Corday’s popular 
fragrances—Toujours Moi eau de toilette 
and Toujours Toi eau . parfum. The 
set, called, sentimentally, Toujours Toi et 
Moi (Always You and Me) is $5, plus 
tax. inc identally, the case is made so 
that the bottle fittings can be removed, 
leaving a lovely je reel case for her finest. 
(Continued on page 167) 
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Coal Industry Terms In Gun sacaiaial 


Compiled for Today’s Secretary by Margaret J. Hornyak, Johnstown Coal & Coke Company 
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OH, TO BE A SCRIPT CLERK! 


Do you crave glamour enough to take on Hollywood’s most difficult, least 


glamorized job? Then be a script clerk—but don’t say you weren't warned! 


BY JULIETTE LAINE 
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Evervbody’s happy here as script afl 
girl Dorothy Cummings, director Qi 
Ross Bellah (almost hidden), Loret- 

ta Young, director Rudy Mate, and Ce » 

an assistant cameraman look the set 27 aS tie MPS at Ys 
over before shooting a scene for Co- 


lumbia’s motion picture, “Paula.” = a i a 7 ° Ze 
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oes over his lines for a scene in “Two Tickets to 


RKO Radio's 


Bob Crosby. with 


Broadway,” Technicolor musical. 
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On set, John Wayne rehearses 
with Dixie McCoy, 
Radio’s Technicolor drama. 
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“Jet Pilot.” 
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3 Move carriage to 
**¢ and left and set margin 
stops at points where sides 
of X 


position. 


come to the writing 
Margins are. at 


Points B and C. 
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® In a display program or 
De ot 
menu, be sure that some 
of the lines or groups of lines 
are full width, as illustrated. 














2 Turn paper down so 
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center ot X is on the 


writing. Turn paper 
lown onee for each two lines 
the copy. This brings you 

» Point A 





1 Remove the paper, count- 
* ing lines in top margin. 
Now your 


you know top margin. 


stops are set and 
Insert 


good paper. space tor your top 


margin, and start to type. 
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numerals following. to fill 


line. in tables, menus, listings. 
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. es HAVE a special announcement that is to be 
displaved on the company bulletin board . . . or 
a club program to mimeograph . or a banquet or 
cafeteria menu to set up... or a table of contents or 
a cover page. Perhaps you use a full sheet, a half 
sheet, even a quarter sheet. You look at the copy and 
groan, “Oh, me—what length of line should I use to 
make this look right? What top margin?” 

You micutr Gurss, of course, and guess very well 
But, if the job is important, if you want to get it ideally 
perfect, then the X-T technique is the thing to try. 
It is easy—just four simple steps, illustrated by the 
X on a sheet of 


scrap paper, insert the paper into the machine, and 


adjourning diagrams. You draw an 
use the X to center the material and to set the margins. 
Then you put in good paper and type. 

If you know exactly how many lines the copy will 
take, as you do in a program or menu, the X-T gives 
perfect placement at once. If you are not sure how 
much space the copy will take, you may have to make 
two 


ittempts. In either case, you ll end up with 


absolutely professional, perfect placement. 


WIrH A LITTLE INGENUITY, you can solve all kinds of 
problems with the X-T. 


have a table of contents with 40 lines in it. 


For example, suppose you 
If you 
were to construct an X-T for 40 lines, you would find 
the line length to be about 5% inches. “But,” you say, 
“all the items are short ones!” Very well; fill out the 
line length with leaders. 

Suppose you have just 10 lines. If you build an 
X-T, you will find that 10 lines call for a line of about 
1% inches. “You can’t type anything in 1% inches,” you 
protest; “and, besides, the lines are long.” Very 
well, try doubling the lines; the 10 become 20. Now, 
add a single blank line between the items, and those 
20 lines become 29 lines. If you were to construct an 
X-T for 29 lines, you would get a line of writing | 
which is just handsome! 


inches long Turn page) 
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JUNIOR OAT TEST 


Display a copy of the following essay on a full sheet of paper. Use the X-T technique 
if you wish. You may even decorate the page by using artyped rules above and below 
the copy or by using a fancy capital letter for the first word. 
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(Continued from page 159) 


Suppose you have a menu, the kind 
you might have on a banquet program, 
with the lines to be staggered like 
branches of a pine tree. Simply make 
sure that some lines—a third will do 
—are spread for the full width of the 
X-T line. 


WHEN THE NUMBER Of lines of copy is 
not absolutely clear, you might have 
to make two attempts before you get 
the problem solved perfectly. For ex- 
ample, the handwritten copy in the | 
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Junior OAT Test this month contains 
149 words, a heading, and a closing 
line that ought to be displayed on a 
separate line. If) machine is 
pica, youll use a 50-space (9-word) 
line for your first estimating; and the 
copy ought to take 17 lines. Add 16 
more for double spacing. Add 3 for 
the heading, 2 for the closing; and 
youll need 38 lines in all. An X-T for 
38 lines measures to a 5-inch line of 
writing—just right! 

If your machine is elite, however, 


your 
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you would normally use a 60-space 
(11-word ) which case the 
149 words would occupy 14 lines, plus 
13 blanks, plus 5 for, heading and 
closing —a total of 32 lines. But the 
X-T tor 32 lines, you will find, is for 
50 elite spaces. So, you would have 
to type the copy on your original 
60-space line to see whether there 
are enough short paragraph endings to 
expand the 32 to 38 lines, or whether 
you ought to add another line or two 
of space below the heading. 


To obtain certificates or pins that i 


n- 
dicate you can qualify on OAT tests, send 
a copy of your solution of the problem to 
the Gregg Awards Department, 330 W. 
42nd Street, New York 36, N. Y. The fee 
| for certificates is 10 cents; for pins, 50 
| cents. Attaining the Senior certificate or pin 
makes you a member of the international 
Order of Artistic Typists. 


line; in 

















SENIOR OAT TEST 


Make a pencil sketch of this menu, then 


arrange it as neatly as you can on a 


full page. Try the X-T technique on it! 





APPETIZERS Choice of Fresh Flori- 
da Shrimp Cocktail . . . Cherrystone 
Clams . Fresh Fruit Cup, Mint 
Leaves ... Tomato Juice Cocktail... 
Home-Made Pickled Herring, Cream 
Sauce . . . Chopped Chicken Livers 





Celery ... Olives . . . Carrot Spears 





Cream of Mushroom Soup... Mine- 
strone ... Lobster Bisque 





ENTREES Roast Young Turkey, 
Dressing, Giblet Gravy, Cranberry 


EE Si vikncavakes scheme enae $2.50 
Roast Leg of Lamb, Mint Jelly.. 2.75 
Prime Ribs of Beef au Jus.... 3.75 
Virginia Ham Steak, Broiled 

errr Tre re 2.85 
Charcoal Broiled Chopped Prime 

Sirloin Steak, Onion Rings.... 2.75 
Whole Broiled Maine Lobster, 

oo eer errr re 3.00 





VEGETABLES Whipped Potatoes... 
Julienne . . . Duchesse . . . Candied 
Sweets ... Turnips ... Green Peas 
. . . Creamed Onions 





Head Lettuce Salad, Thousand Island 
Dressing 


DESSERTS Vanilla Ice Cream, Straw- 
berry Sauce ... Chocolate Ice Cream 
Roll . . . Paradise Fruit Cake... 
Pumpkin or Mince Pie, with Cheese 
... Apple Pie a la Mode . . . Compote 








of Fruit . . . Plum Pudding, with 
Hard Sauce 
GO. Sin cewese ee covebeso. Milk 





Service from 12:30 to 10:00 p.m. No 
reservations made after 1 _ o'clock. 
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| “Why'd yuh get a Royal Portable 


| for home practice, Sister?” 
VO 
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Because Royal is the standard 
Limos) typewriter in portable size!” 


In “Magic” Margin, in kevboard. controls. Tine identally. the World's Portable Speed 





Coond 
ct 


a and touch. Roval Portable is just like the Championship was won on a Royal Portable. 
J | I 
y, preferred Royal office machine. And did you also know that among typing 
0 It’s truly the standard typewriter in portable — '€4 hers who recommend portables for home 
; ° ° ‘ . actice > ‘ , “te > ic a te ene 
5 size, and with practice at home you'll step up —_— Practice, Royal Portable is more often sug- 
veste an 3 - able? 
5 your word speed, cut down errors, prepare = ** ted than any other portable‘ 
5 yourself for a better job after graduation. Terms as low as $1.25 a week. Ask your 
—— ae eee Oe Royal dealer about liberal trade-in allow- 
ote: Surveys show lat giris who e J . i 
5 7 ance. Choice of two colors, gray or tan, 
prefer Royal 214 to 1 over any other make. 
0 - 







World’s No. 1 Portable 


d 
Ss 
STANDARD e ELECTRIC ¢ PORTABLE 


Roytype Business Supplies 





‘ 
‘ All these features, too! @ Speed-King Keyboard 
and high speed key action @ Finger-Flow Keys 
: of nonglare plastic @ Finger Comfort Carriage 
Controls @ “Touch Control” @ Adjustable Paper 
. Support @ Larger Cylinder Knobs @ Rapid 





Ribbon Changer @ Paper Lock Scale @ Picture 
Window Writing line visibility and full 9-inch 
. writing line @ New Contour Case. 


“Magic” and ““Touch Control” are registered trade-marks of Royal Typewriter Company, Inc. 
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SHORTHAND 
SLIDE 
CORRECTOR 


GREGG SHORTHAND 
CORRECTIVE SLIDE 
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a new tool for 

improving accuracy 

of shorthand forms 

15¢ each $1.50 a dozen 


Use the convenient order form 
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330 West 42nd St. 
New York 36, N. Y. 


Please send 
Slide Correctors. 


[) Cash enclosed 
c= Billme 


a 


Shorthand 
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Address 

City Zone State 


162 








Keyboard Kodes 


BY CHESTER ALLEN 
VERYONE likes a mystery. That 
is why everyone likes to untangle 
a secret message. Did you ever wish 
you had a code with which to write 
to your friends? 

There are many codes you can work 
out on a typewriter keyboard. Oh, 
none is so complicated that a govern- 
ment expert, the man who can de- 
cipher enemy dispatches, could not 
“break” the message easily enough 
with his formulas and frequency ta- 
bles. But you can have fun with key- 
board codes that are at least safe from 
ordinary readers. 

Given below is such a code message. 
The message tells how it is encoded, 
and the will appear some- 
where in the pages of this magazine. 


solution 


To so.tve the mystery message, you 
need only know your typewriter key- 
board. If you can stu ly the message 
and figure out how it was enciphered 
right on a typewriter keyboard, it will 
be easy to solve it. There is no trickery 
involved. You simply have to know 
your keyboard! 

One clue: Before a message is en- 
coded, all the spaces are dropped and 
the letters of the words are run to- 
gether. Then, after the letters have 
been encoded, the message is typed in 
four-character groups. 

See whether you can decode this 
message: 


——— 


Got it? Page 165 will tell. 











* Just stop me. Miss. if 1 spell too fast.” 
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CHRISTMAS CARDS 


(Continued from page 131) 





in plenty of time. And then prod 
him (that is, remind him) to take 
care of these greetings right away, 

On your list, keep track of those 
cards that have been sent out. 
those that await signature, and 
those that are still waiting to be 
taken care of in the hard-to-find 
“unbusy” moments. 

Prepare your cards early, and 
mail them early, too. The mails, as 
you hardly need to be reminded, 
are always overcrowded during the 
Christmas rush. 


BUT YOUR JOB DOFSN'T END when the 
last name the list has been 
checked. Oh, no! To you may fall 
the pleasant task of opening the in- 
coming cards and checking to see 
that no one has been overlooked or 
forgotten. Check that list and mail 
more cards if need be. ( You did or- 
der enough extra for such emergen- 
cies, didn’t you?) 

And, of course, it will then be 
none too early to begin work on 
next vears list. Will vou start 
earlier in 1953? The Christmas sea- 
son lasts just as long as vou make it 
last, and it begins whenever you 
want it to start. Sending Christmas 
cards is a good way to stir up that 
warm Christmas feeling, and _ the 
sooner you start the more youll en 
joy the job. 

Merry Christmas 
yes—Happy Thanksgiving! 


Words 


Key to teasers on page 134 


on 


and, oh, 


GEOGRAPHIC SPELLING DEMONS 
Misspelled: 2. 3, 4. ana 7. 


ANATOMY ADJECTIVES 

1. eved; 2. brow; 3. elbow; 4. nosed; 5. 
footing; 6. fingered; 7. toe; 8. hand; 9. 
thumb; 10. armed, 


OVERWORKED WORDS 


eager; 2. strange; 3. ill, 


weary, tired, exhausted; 4. very much, 
greatly; 5. excellent; 6. comb; 7. repaired, 
regulated, adjusted; 8. very, truly; 9. 
generous, thoughtful; 10. enthusiastic. 
PERPLEXING PLURALS 

1. teaspoontuls; 2. gases; 3. companies; 
4. mice; 5. memoranda; 6. radios; 7 
Joneses; 8. men-of-war; 9. businesses; 
10. notaries public. 

PRONOUN PUZZLERS 

1. whoever; 2. me; 3. her; 4. me; 5. whom; 
6. her; 7. she; 8. Who; 9. us; 10. our. 


Improvements: 1. 
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A NAMEFUL TALE Leather Shoes Aid Romance 


Continued from page 138 








Down through the Ages 
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PLEASED TO MEET 


(Continued from page 135) 








by his broker. And you know you 
arent interested! 

YOUR THIRD OFFICE VISITOR enters 
and says that he is Mr. Brown’s old 
fraternity brother at Siwash U., in 


town for just an hour. And _ his 
name? “Just say “T. G.’” But those 
fraternity days were some 


vears 
ago, you remember; the initials may 
not ring a bell with Mr. Brown. You 
decide to ask him for his 
full name. Armed with this infor- 
mation, you can be more helpful: 
“Mr. Brown, a fraternity brother of 
yours, Mr. Thomas Green, is in the 
otfice. He has just an hour between 
trains.” 

Good, bring him 

You might add, 
self “‘T. CG.” Mr. now 
call him “T. G.” without being puz- 
zled; or perhaps the passing of 
years has made the name Tom seem 
more appropriate than the initials. 
At any rate, your boss can feel quite 
at ease because you have given him 
the information that he might have 
had difficulty recalling. “T. a 
might have been quite all right « 
Siwash; twenty vears later it may 
be unrecognizable. 


it's wise 


right in.” 
“He calls him- 
Brown may 


YOUR FOURTH CALLER asks to see 
Mr. Brown, saying he is John Sells, 
of the Save-a Life Insurance 
Company. You give the details to 
Mr. Brown, who snaps, “I’m not in- 
terested in seeing him.” Here you 
are tempted to vield to the cow ard’s 
choice and say that Mr. 
in conference or 


Brown is 
is very busy. By 
doing this, you postpone the in- 
evitable; for any salesman worthy 
of his salt will keep coming back 
until he wears down resistance. 
Better be very firm and honest, but 
of course pleasant. Tell Mr. Sells 
that Mr. Brown is not interested in 
buying insurance from him. Mr. 
Sells re plies, “I have a wonderful 
new policy made to order for Mr. 
Brown.” You can see this insurance 
agent isn't going to be easy to dis- 
miss, so you tell Mr. Sells to mail 

i letter outlining the new policy 
oil you will personally see that the 
letter gets to Mr. Brown. “And if 
Mr. Brown is interested,” you add, 
“Tl be glad to phone you and make 


an appointment.” 
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THE FINAL Visitor in the office you 
recognize at once as one of the best 
clients of your firm. “Good after- 
noon, Mr. Johnston,” you say. You 
know that your boss always sees 
this import unt client; but you know 
that he is still busy with “T. G.” In 
fact, even the outer office reverber- 
ates with their laughter. Train time 
should be near; but you can't de- 
pend on that because plans might 
be changed for the sake of an old 
friendship. 

Ask Mr. Johnston to be seated, 
and let your boss know at once that 
Mr. Ralph Johnston is waiting to 
see him. Then make the wait as 
pleasant as possible. Even though 
you are very busy, you can say, with 
a gracious smile, “I’m sorry, Mr. 
Johnston, to kee p you waiting.” 


AS YOU STRAIGHTEN YOUR DESK 
before you leave, think about to- 
day's visitors: Mr. Joe Knox, Pre- 


mium Paint; the gold-mine sales- 
man, to be forgotten; T. G. for 
Thomas Green; John  Sells—will 
write a letter about insurance; 


Ralph Johnston. Now you have the 
right names with the right faces. 
Youll know them when they come 
again. 
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TESSIE ASKS 


(Continued from page 122 





that, if he wants to avoid personal liabil- 
ity, his present signature is incorrect. The 
designations he now puts after his name 





merely describe himself but do not in anv 
way restrict his personal liability. To 
avoid liabilitv, he should write his firm 
name first, thus: “The Clark Iron Works, 
by John Smith, Agent.” 
Trsste: My goodness, Dr. Rosenberg, 
if this secretary explains this to her boss 
just right, it really ought to mean a raise 


in salary, don't you think? 
RoseNBerc: At least, Tessie—at least! 
Tessie: Mrs. Strony, a secretary from 


Connecticut writes that her employer is 
alwavs asking her to refer 


to notes she 
last week. She won- 
. have anv suggestions that 
would help her find old notes quickly. 

Srrony: Why, ves, Dating the 
pages of her notebook on the bottom line 
instead of the top one will be helpful. 
She should also place a rubber band 
around the pages she has already tran- 
scribed—about halfway down the cover. 
Then, when her boss asks her to look 
back for dictation, she 
merely has to grasp the transcribed notes 
and ruffle the pages until she finds the 
desired date. 


wrote vesterday or 


ders if you 


Tessie. 


some prey ious 


Tessie: Here’s 
Mrs. Strony. 


another one for you, 
A young lady 


in Pennsyl- 





vania wants to know how she should ad- 
dress an person who merely 
signs the letter A. S. Johnson. 

Srrony: When a person uses initials 
only with the last name, 
the person is a man, 


unknown 


you assume that 
In this case, you 
person as Mr, A. S. 


would address the 
Johnson, 


TESSIE: 


other question, too, Mrs. 


This same secretary asks us an- 
Strony. If the 
addressee is a woman—for example, Mary 
Smith—how do you know whether or not 
she is single or married? 











loul 


take 


Miss 


wou 











ibil- 
The 


ime 


ny 


rin 


ks, 


Srrony: When a woman does not in- 
| licate whether she is married or single, 
| ou assume that she is single. Becauss 
this age-old problem, Tessie, the Na- 
mal Office Management 
that a abbreviation — of 
| Ms” be used when addressing all women 
n busine Ss. 
| esse: That might be a good idea for 
mbtful cases, but I hope folks will not 


ike it for a Pypo! 


Association is 


suggesting new 


‘ 
Pessie: Here’s an English question for 
Miss Hutchinson. A secretary 
vould like to know 
Come to see and 
ttle ple asanter,” or ““( 
ike our lives a little more ple asant. 

The of the end- 


i er or more in forming the 


in Florida 
Which is correct 


make 


ome to see us and 


us oul lives al 


[lUTCHINSON: choice 


COM para- 





tive dk gree ot adjectives is entirely a 


matter of sound, Tessie. In longer words 


the use of more is preterabl because the 


difficult if er is 


mes 


ronunciation bee 

















dded to a mgel ra Lheretore I 
vould choose more } leasant in mpar- 
ne pleasant 
LeSSU And Cl \Ir. Swem S 
estion for \ New York secretary 
te ne that she has a y ning brother, 
el ears Id, who has asked her to 


, ’ 
» write shorthand. She wants 


t¢ ‘ iti 
to know if we think she should 


itte mpt 


iether | 


p! ifessionally Iti 


t] it she possibly ( WI 
shorthand 
ther pursuits I devoutly 
heliev« it is somet] ne } will thank 1 


1 ] 1 
ughout | fe, 


ul speakin f thanks, I just 
to thank all Vou 


who have not yraly ent me vour secre 


also. applaude d 
Cu i ! this olumn We 
nl isecdl ¢ ery ne of woriy 


hope 


eaders 





Key AND Cut 














} 
{ 


0 
as | Know You will mu 


Mm yours - all yours — just for 
+ne asking ell mu folks You want 
me Tor 2desk pai, lr just a 
doggy paper-weight locking for 
meone like You To DUT me to Work 


LJhy iS a steaming 
hot cup of freshly 
brewed coffee on a 
cold rainy November 
day like buckeye - 
Ribbons and Cavbons? 


Cause a delicious 
cup of coffee can aive 
you a lift for living just 
as Buckeye Ribbéns 
and Carbonsaive your 
work a lift for looks. 


& 


Duckeue Ribbons and Carbons 
7213 St. Clair Ave Cleveland 3, Ohio 
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—an album for 
your Achievement 
Certificates 


Just as a picture album enhances and 


preserves your favorite photographs, so 
the Gregg Achievement Record Album 
protects and displays your valued certifi 
cates of achievement. You can mount 
your certificates for shorthand, typewrit 
ing, and bookkeeping. Once you have an 
Album, it is permanent evidence of your 
success and achievement. 


Order yours today from the GREGG 
AWARDS DEPARTMENT, 330 West 42 
Street. One costs 25 cents; a dozen only 


$2.50 
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Rods fit onto 
rails—the top 
of Pendoflex 
frames 


Pendaflex 
folders hang by 
2 metal rods 


Pendoflex 
frames fit all 
standard filing } 
drawers “. 


use folders on rails... 


the speedy way to file 


Oxford Pendaflex folders give to filing 
what the modern railroads give to travel 

SPEED! With Pendaflex—the hanging 
folders that glide on rails, you Zip 
through your work faster! easier! 
Pendaflex folders can't sag and siouch 
They hang on rails straight up and down 


Write today for Trial Drawer test to: 


Oxford rninc SUPPLY CO., INC. 


125 CLINTON ROAD, GARDEN CITY, N.Y. 











Just About Shorthand 














ERSONAL - USE SHORT- 
HAND. Did you know that the 


original idea behind the © in- 
vention of shorthand was the de- 
sire for a secret system of writing 
that could not be read by anyone 
else? Timothy Bright's system in 
1588 was the first practical system 
of shorthand in the English lan- 
guage. He called his CHARAC- 
TERIE “An Arte of shorte, swifte, 
and secrete writing.” 

Today we rarely think of short- 
hand as “a secret writing.” but 
rather as a medium for recording 
and preserving the spoken word 
and as a way to earn a very good 
living. Yet we must not ignore that 
original-idea: we should use short- 
hand personally every day—for 
making entries in a private diary, 
for jotting down the grocery list, for 
noting things to be done on shop- 
ping tours, for preparing personal 
letters. There are a hundred and 
one uses for it—and what a time- 
saver! It’s at least eight times faster 
than Jonghand. 

Strangely enough, though, | still 
observe dozens of secretaries whose 
shorthand never falters when tak- 
ing the boss’s dictation reverting at 
once to longhand to take down tele- 
phone conversations, visitors mes- 
sages, and other such information. 

You would think shorthand some- 
thing to be used only when the 
boss opens his mouth! My advice 
is to use it to help yourself as well 
as your boss, and youll profit in 
numerous ways. 


\LL ABOARD. If you want to test 
your shorthand proficiency, trv 
taking notes on a moving train. The 
jolts and jerks play havoc with 
proportion. You have to press hard 
on the paper with your pen to write 
legibly. Thanks to Gregg’s basic 
ruggedness, though, you can read 
such notes, even the awful-looking 
ones you make under such circum- 
stances. 


166 


By J. ROMAGNA 
Official Reporter of The White House 


Being, by nature, hard to satisfy, 
I am always experimenting with 
new pens. One day 1 decided to 
try a “flexible” pen point, more or 
less to make sure it was not the 
point | should use for my dictation. 
That day I took a trip with the 
President, and a press conference 
was held on the train. I quickly 
found out that. for train dictation, 
a flexible point is the worst you can 
use! Only a firm point can maintain 
proper proportion when subjected 
to the constant jerks and jolts of 
a speeding train. My notes literally 
bent and went to pieces from using 
that flexible point. While struggling 
with my transcription, I vowed | 
would make no more experiments 


of that kind! 


Tue TERROR OF Tests. If, the next 
time vou sit down to take a short- 
hand test or a job interview. vou 
feel so nervous that vou wish some- 
thing would come to mind to give 
vou courage, remember this: Every- 
body dreads taking a test, just as 
vou do. Everybody starts trembling. 
just as you do. Everybody is nerv- 
ous, just as you are—hands freeze. 
memory becomes fickle. Everybody 
feels “butterflies” in the stomach: 
or worse vet, a steady, burning 
pain that will not go away. 
Actually, that nervousness is a 
alert) mind 
that is anxious to succeed. If vou 
don't have that feeling, it’s a sure 
bet that you don't care much about 
making the grade. Rest assured 
that we're all in the same boat when 
it comes to taking a test. The only 
difference lies in our ability; and. 
if that ability is what it should be. 
we will pass the test no matter how 
we feel before or while we take it. 


sign of keenness—an 


Dip THIS EVER HAPPEN TO You? 
Many times, after a particularly try- 
ing day, I have had an unpleasant 
dream or two while sleeping. In 
one, the President was holding a 
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press conference and I was Writing 
by his side; and then, as in all 
dreams, for no apparent reason, my 
notebook was gone and the Pres- 
ident was still talking. What was | 
Writing on the desk 
blotter. (Try this and see how you 
like it! ) 

The moral is obvious. 
prepared, and 


doing then? 


Always be 
never skimp on 
paper requirements—even to the ex- 
tent of carrying an additional writ- 
ing pad with vou at all times, just 
in case you should forget vour note- 
book or use it up before the meet- 
ing is over. This holds true for the 
pen, too. Always have an extra one 
with vou; the one you are using 
mav go bad or run out of ink when 


vou least expect it. 


WoRK LIKE AN ARTIST. Last month | 
explained why | think shorthand 
is not an art but rather a highly 
developed skill. This month | want 
to explain why | think shorthand 
leans in the general direction of art 
even though it may not be a part 
ot it. 

lf vou want to get the untmost 
out of shorthand, you must work 
at it like an artist at his easel or his 
instrument—for —accomplishment’s 
sake and for no other reason. 

When a concert pianist decides 
on a piece of music tor a coming 
recital, it will, no doubt. be some- 
thing he has previously studied. 
The technical difficulties still re- 
maining are made the subject of 
renewed and earnest study; and 
they are eliminated by persistent 
and concentrated practice. Many 
hours are spent on interpretation, 
for he must understand exactly 
how the composer intended the 
work to be plaved. There are no 
time limits. Day after day and 
month after month he will practice 
until all the difficulties are over- 
come. Thus, on the day of perform- 
ance, his recital is beautiful and 
flawless, his delighted— 
unable to understand how he does 
it. 

And that is how we should prac- 
tice our shorthand, as an accom- 
plishment—as an artist practices. 
All other considerations, especially 
monetary, should be secondary. If 
we will do this, there will never be 
any doubt of our shorthand ability 
and of our success, especially mone- 
tary. 


hearers 
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SHOPPING Pretiy and Practieal. Gloves are alway > two sizes: 20-inch wreath at $6.50: 30- 


welcome, and these wool knit string inch, at $9.75. Orders can be sent to 
(Continued from page 154) gloves, with beaded-embroidery trim, by Boys Republic, Box 157, Chino, Cali- 
Shalimar will warm the hands as well as fornia. 





Seotch Poke. This is a miniature brush- 


Thrifty Nifty. A wee $1.50, plus tax, 
ind-comb kit by Owens that comes in a 


buys a Cutex nail-polish and lipstick set 


plaid taffeta drawstring bag small enough packaged in a gleaming plastic bubble. 


to tuck inside a desk drawer or purse, and 
cute enough to tie to a belt for a colorful 
costume touch. Price is $1.05 including 
Federal tax, plus 10c postage. It can be 
rdered from Hilda Kassell, 9 East 46th 
Street. New York 


Combs Go Glamorous. Sparkling opera 
ynbs thev fold) back into their own 
ses like lorgnettes that come from 

Switzerland are made of genuine tortoise 

shell and are studded with rhinestones to 


idd new glamour to a grooming essential 














d to provide vou with a gift that draws 
is ind ahhs. Individually cilt- 

: the heart. They retail at about $3 and The set contains Cutex polish, polish re 
come in black, white, red, maize, and mover, cuticle remover, emery boards. 
pink. Sizes: small, medium, and large. an orange wood stick. and cotton roll—in 

addition to the matching lipstic k 
Wreaths from Boys Republic. You'll 
help a good cause, as we Il as obtain one Free Fashion Fact Book. Not exactly 
of the most beautiful Christmas wreaths Christmasv, but this was too rood to keep 
\ yu Ve ever seen whe nvyou orde1 al Della Phi | mils Shops have pre P red a cle Vel 
Robbia wre ath from Bovs Re public. Bovs little booklet full f advice to le Ip vou 
Republic is a self-governing farm school make the most of vour figure type the 
for bovs from broken homes And the most of your accessories, and the most of 
wreaths simply gorgeous! Made of Red- youl wardrobe in general. The booklet 
wood foliage and 15 varieties of Cali- is free, and it will give vou lots of help- 
boxed, they are priced at $4 and can be fornia dried growth, plus colorful citrus ful tips. Just write to Emily Fifth Avenue, 
rdered from Lydia Imports, Dept. TS, fruit and small red apples. They come in New York 18, for your copy. 
S827 West Seven Mile Road, Detroit 21, SS 7? tee ae 
Michigan. No C.O.D.’s, please. | ” 





Desk-Drawer Glamour hit. Harrict | 

Hubbard Ayer has prepared a wonderful 

lesk kit of all the glamour essentials for | nae bad 
mur nine-to-five beauty needs. The Desk e 
ind Travel Kit, as it is called, contains | 

iquid Cleanser, First Blush (liquid foun- 


] 


ition ), Pressed Powder, Rouge, Lipstic 43 
ind \yer Dry Deodorant—all in plastic 


bottles and compacts that are secured to Cheering foy our 
a eens er nod coco See || Pee. SO 
apis | Buckeye Ribbons and Carbons. 
Chintzy Letters. For the hard-to-please- Know wh y? 


and-fit, choose Eaton’s Lacquered Chintz 
vriting paper, a fine vellum paper with 
gay “chintz”-lined envelopes. White, pink | 





Cause good, clean, hard 





football makes the right impression 


everubodu just lik 
| sepversbody suet, like Buckeye 


arbons invari ably do. 


lm no football player, but 
even $0, 1\d like tobe your friend. 
The best thing | do is weight- down 
papers....and “help you te Smile. 
lm yours far tellin my folks 
you need me just aS “you need 


ae ce ie Buckeye Ribbons and Carbons 
r green papel with contrasting color 7213 St. Clair Ave,Cleveland 3,Ohi0 


linings in the envelopes—30 single sheets 
and 24 eny elopes to a box, $1.50. uniietetiiieaiamaiaaaaa a 
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category visible ra 
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thumped responsibilities 


outhor or efficiency 





mound - continuity 
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ad-libbed JO - embraces 
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considerate ‘ cryptic 
sponsors ' filmed 
enthralled fr » official 
plus! pronunciation 
decor mispronounced 
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discussed physique 
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opinions faqaed 


saquelched veteran 





editorialized Issistant 
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punching * compared . 
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PAGE 143 preparatory -_ 
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envelope ) preporation P 
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reported a distinguished 
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